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ABSTRACT 



The recent purchase of Televideo computer systems for 
government agencies has enabled them to propose new methods 
of information management techniques. However, limited 
assistance is available for designing programs which could 
be beneficial in performing certain time-consuming 
functions. This thesis provides a design and implementation 
for a decision support system which assists the Civilian 
Personnel Office at the Naval Postgraduate School in 
providing job vacancy information to prospective employees. 
In addition, it can provide valuable advancement information 
to current Federal employees. The program is designed using 
R:Base 5000 and allows the user the opportunity to provide 
ongoing recommendations and to customize the program to suit 
individual office needs. These recommendati ons can then be 
incorporated into future versions of the system to enhance 
its decision support capabilities. 
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I. INTRODUCTION 



The integration of computer systems into the work 
environment allows for new applications to be continually 
examined which may support present procedures. Such 
applications are usually intended to improve efficiency or 
effectiveness. The introduction of word processing 
capabilities is an example which illustrates the impact that 
the computer has had on the work environment. 

The emphasis today is on applications which are modeled 
with the user in mind. "User — friendly" systems are designed 
for the user who infrequently comes in contact with a 
computer or who lacks formal training on basic computer 
skills. In recent years, the Federal Government has 
purchased micro computers for use in various agencies. It 
is evident that computers could be beneficial in managing 
the ever increasing information demands of agencies which 
serve both civilian and military personnel. Such is the 
case with the installation of Televideo Portable Micro 
Computers at the Civilian Personnel Office (CPO> located at 
the Naval Postgraduate School . 

The focus of this thesis is the design and 
implementation of a software system within the Civilian 
Personnel Office located at the Naval Postgraduate School. 
The design of this software application uses software 
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engineering techniques explained in Pressman CRef. 13. Each 
phase o-f the software life cycle (planning, development, 
maintenance) will be discussed further in later chapters. 

The Civilian Personnel Office exists as the managing 
authority for all government employed civilians. It 
processes paperwork documenting personnel actions and 
maintains personnel records. CPO provides assistance to 
individuals which include: 

1. Position Management: This includes the planning of 
organizational structures and assessing the potential 
impact on employees. Additionally, the office 
suggests ways to organize duties to provide career 
ladders and job enrichment. 

2. Classification of Jobs: The office is responsible for 
writing position descriptions and classifying 
positions by title, series and grade. 

3. Recruiting and Placement: The CPO announces position 
vacancies and identifies candidates through personal 
interviews. It screens candidates to ensure selection 
of the most qualified personnel. In addition, the 
office establishes and coordinates promoting panels 
and helping employees relocate. 

4. Labor — Management Relations: The office negotiates and 
consults with the various labor organizati ons 
concerning changes in personnel procedures or 
reduction in workforce. 

5. Training and Education: The CPO provides resource 
information and sponsors lectures, seminars and 
courses within the agency. 

6. Pay: Pay rates are set based on regulations and agency 
policy. 

7. Career Counseling: The office helps assess skills, 
abilities, interests and aptitudes of employees and 
identifies training and development alternatives by 
providing timely job information. 
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8. Employee Benefits: The CPO explains requirements, 

benefits and procedures related to leave, pay, 
retirement, awards, etc. 

A Naval civilian personnel office spends several hours 
every day providing such information to current employees 
applying for promotional opportunities as well as providing 
job information to applicants who are seeking to fill job 
vacancies. Under the current method, a receptionist or a 
staffing clerk provides this service. The quality and 
responsiveness of this service depends upon the individual 
abilities of the receptionist as well as on uncontrol 1 abl e 
environmental factors, e.g., the number of applicants 
standing in line, the number of current vacancies, etc. 
Individuals who seek employment information frequently 
receive poor service (incomplete information or untimely 
service). At the same time, the CPO staff becomes 
frustrated by not being able to more fully control this 
highly visible function. 

The proposed solution to this problem will be to 
implement an automated system in the civilian personnel 
office work environment. It will provide current employees 
with a means of viewing advancement opportunities and 
provide initial job application services for new or future 
employees. The existence of micro computer hardware allows 
this low risk, low cost implementation. The design 
methodology used will allow further design enhancements to 
be added later on as requirements are identified. 
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II. SYSTEM PLANNING 



Database management systems are rapidly becoming 
commonplace in all -Fields. For database systems to be 
useful, however, they must be efficient, and efficiency 
begins with a well-thought-out design. Whatever the 
business need, the correct first step in finding a solution 
to a problem is defining just what has to be done, when it 
has to be done, how much is to be done, etc. A problem 
definition should state why an action is necesary and just 
what is expected from any solution. In addition, it should 
avoid placing restrictions on how a solution is to be 
achieved, whether the final solution is computer-based or 
not. If a restriction is placed upon the final solution, it 
may preclude successful design or implementation. 

The system analysis phase was begun by gathering 
information through interviews of key personnel within the 
Naval Postgraduate School Civilian Personnel Office and by 
reviewing their present job application procedures. During 
these interviews, it was stated that the present system of 
performing the job application process was inadequate and 
the information presented to both present and prospective 
employees was less than satisfactory. The desire was that 
general employment information be provided in a more 
effectively and economically manner. A "self-service" job 
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in-formation terminal provided a solution that could o-f-fer 
the following information: 

- Current job vacancies (temporary / permanent) 

- Qualifications required for positions 

- Forms needed to apply 

- Where and when to apply 

- Salary information 

- General information on special employment programs 

In addition, the system should be expandable to provide a 
variety of other future information needs. 

The initial study focused on the present process versus 
the desired process. In the current process, all 
information concerning federal jobs is manually stored and 
has to be extracted whenever a job vacancy occurs. At the 
time of a job announcement, a form is filled out (Appendix 
A) and filed by CPO office personnel. It is the 
receptionist who first interviews any applicant entering the 
office. If a prospective applicant is inquiring about a 
specific opening, the receptionist must first ascertain 
his/her qualifications. If the individual is asking about 
openings in general, additional time must be taken by the 
receptionist to determine available job vacancies that would 
match the applicant's qualifications and desires. This 
procedure often takes up to thirty minutes per applicant. A 
typical workday would contain approximately 10-15 such 
inquiries. The cost of this service is directly correlated 
to the hourly wage of the receptionist; usually an entry 
level GS employee. 
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The conceptual solution required a system which could 
output correct in-formation -for a majority o-f queries -found 
in a typical one-on-one exchange between the receptionist 
and a job applicant. The new system would be utilized by 
job applicants and current employees, with basic computer 
literacy predicted to range -from -first-time to expert user. 

The o-f-fice presently has three Televideo Mi crocomputers 
and one IBM PC in its inventory. The Televideos are -fully 
IBM compatible. One Televideo mi crocomputer is con-figured 
with a 10MB hard disc and 'the other two Televideo's and the 
IBM PC have dual -floppy disks. The IBM PC has 320K o-f 
memory and the Televideos are con-figured with 256K RAM. 
Implementing a software package which could run on these 
existing systems was a primary design objective. It is 
calculated based on -file size and transaction activity that 
the storage requirements o-f such a system would necessitate 
at least a 10MB con-figuration. 

I-f a software package could perform the task o-f 
providing job information, a user could receive quality 
service at minimal cost to the o-f-fice. The cost associated 
with the system would be the purchase o-f the required 
software. The benefits o-f such a system are not entirely 
quantifiable, for there can be no prediction given for the 
number of additional employees or the speed at which 
vacancies are filled by using this new application process. 
The overall savings resulting from removing this duty from 



the receptionist or other office personnel should more than 
offset this cost. Based upon a receptionist handling 
approx imately 10 applicants each day with each of these 
interviews taking 10-15 minutes, the system would provide an 
additional 2 hours of productivity. The hourly wage of a 
receptionist is approximately $7. 00/hr. The system would 
effectively save over $3000 in services per year. The cost 
of the software is $400. 

Staff personnel who have conducted job interviews 

identified major information items requested by applicants. 

This information provides the necessary amplifying data 

about each job vacancy. To accomplish the objectives of the 

proposed system, the following attributes must be included: 

Job announcement number: This number is assigned to the 
vacancy listing to serialize it. 

Federal job number: This number identifies the job, for 
example, an office clerk or research assistance. 

Open/Close date: These dates specify the period 
applications are being taken for the specific 
announcement number. 

Qual if ications: These define exactly who may apply and 
what specific background expertise is required. 

Duties: These state what an applicant is expected to 
accomplish in performing the job functions. 

Pay: A pay scale would respond to the most popular 
inquiry. 

Hiring Programs: Additional information would be made 
available to respond to querries concerning the many 
hiring practices now conducted by federal agencies. 
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The above items, though not complete, o-f-fer a sample o-f 
the types o-f in-formation the system would be handling. The 
majority o-f the data within the system is text. It ranges 
-from relatively short structures o-f 5-10 characters to more 
detailed structures consisting o-f paragraph-length inputs. 

Since the majority o-f the data is text and the system is 
expected to be operated by relatively computer — illiterate 
personnel, design -focused on a menu-driven -format. 
R:Base5000, by Microrim, appeared to be suited to this 
task. DBase III is the current industry leader and it 
appears to match R:Base 5000 in raw capabilities and also 
o-f-fers the well known DBase III programming language. 
However, the R:Base 5000 application Express is superior to 
development tools included in DBase III or other current 
database products. For this reason, applications may be 
easier to develop with R:Base CRe-f. 23. In addition, the 
system would require some -form o-f data security since it 
will be used as a self-serve in-formation center. Password 
protection, which DBase III does not provide but R:Base 
does, o-f-fers adequate data security -for the data -files. 

The data structure determines the efficiency with which 
the program will be able to retrieve information. The 
primary output is the announcement listing. It is this 
information which will be most active. It was determined 
that certain information contained in the announcement was 
more or less permanent amplifying data. For example, a job 
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vacancy announcement may state that personnel are being 
sought -for the position o-f a librarian. All in-formation 
about a librarian position is the same -for any job 
application, therefore it can be separated -from the 
application easily. Once in the system, this information 
could be extracted by using the key field of a data table. 

The data manipulation required by the system predicated 
the use of the relational model because the program would 
need access to the data and also have the ability to combine 
that data using data values. The normal forms defined in 
relational database theory represent the guidelines for file 
design CRef. 33. Normalization rules are designed to prevent 
update anomalies and data inconsi stencies. The key fields 
selected for each file, or table (R:Base 5000 refers to 
files as tables), are critical elements and uniquely define 
each data entry. Single key fields were attempted for all 
files but the table of announcement data required two key 
fields to uniquely identify each record. In a multi— site 
system, different sites could use the same announcement 
number to identify different jobs. All other tables contain 
a single key field and a one-to-many relationship with the 
ANNOUNCE table. The Bachman diagrams illustrating these 
relationships are contained in Appendix B. 

Using the general system requirements developed by the 
CFO, process descriptions were defined. These process 
descriptions provide a list of all data that enter and exit 



14 



each module. In addition, the processing narratives were 
written. It is these narratives which contain the bounded 
descriptions of the processing that occurs within each 
module. Appendix C contains the process descriptions -for 
all program modules. 

The next step in the logical design was to depict the 
in-formation -flow of the system. This was accomplished by 
using Data Flow Diagrams (DFD) contained in Appendix D. The 
DFD is a graphical tool that shows how data and the 
processes that manipulate data are connected. The previous 
step of defining process descriptions focused on the general 
outline of the process. Since initial constraints stressed 
a "user friendly" system, information flow was first 
characterized by data moving through various menus presented 
to the user. 

Appendix E contains the data dictionary developed for 
this system. There are a total of five tables which contain 
the necessary information determined to be of interest to an 
applicant. These tables allow for maximum flexibility to 
modify data. For example, the ANNOUNCE table includes the 
attribute CTC_ID. This information identifies the individual 
in the office to see for applying for the vacancy. The 
contact name was not used in order to avoid vacancy 
announcements having to be updated for each change of 
personnel. Using the separate table CONTACT, one update 
would correct all announcements within the system. Within 



15 



the FED table, the attribute CATEGORY was included to permit 
the system to select the announcements -from general job 
areas o-f interest to the user. It is this attribute which 
enables the system to focus on the particular job vacancies 
the user will be presented. This information is not 
presently used within the CPO. 
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III. System Development Phase 



The planning phase established the requirements which 
would be necessary to carry out the required -functions. The 
design phase translates these requirements into software and 
hardware specifications. Since the rules that govern sound 
data base design apply to virtually any data management 
software, initial structural design was begun prior to 
investigating which DBMS to utilize. 

The planning techniques formed the basis for all 
subsequent system development work. With these design 
considerations, the next step was to generate the program 
code. One of the main considerations in choosing R:Base 
5000 over other DBMS systems was the Application Express, a 
code generator. Application Express is a combination report 
writer, screen formatter and code generator. It also 
performs the function of defining databases and tables. The 
programmer interacts with Express via a system of menus and 
screens. Express leads the programmer through the process 
definition from the top level down to the detailed 
functions. As each choice is made, the Express program is 
evaluating the choice and creating the program to perform 
the chosen options. Using the application generator enables 
the programmer to quickly generate code and begin running 
the application program. 
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Appendix F contains the overall menu structure o-f the 
program. The program is sub-divided to maintain separation 
o-f -file management procedures (done exclusively by o-f -f ice 
personnel) and job search/in-f ormation extraction procedures 
(done by users). Based on this menu structure, the modular 
structures were designed (Appendix G) to aid in the coding 
process. 

To protect the in-formation within the tables -from 
unauthorized use, a software resident "password" protection 
system was coded into the MENU2 module. This code can be 
modi-fied by editing the value o-f PASSWD within MENU2.CMD. 
Completed R:Base code is contained in Appendix H. 
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IV. IMPLEMENTATION 



The -finished program was demonstrated to the NPS CPO 
personnel prior to system implementation. The program 
satis-fied CPO requirements with only minor modifications. 

For example, instead of the design decision to use the term 
"Federal Number" when referencing a federal job, it was 
modified to display "Pay PI an/Seri es" , which is the current 
way all office personnel refer to that item. 

Testing was conducted with several members from the CPO 
who were familiar with the present application process. 

Some individuals without a computer background were selected 
as testors. The intent of the test was to ensure that the 

- t 

right information was being presented and that the method of 
obtaining that information was relatively user friendly. 

The operators experienced no difficulties in using the 
system or in obtaining the correct data. The initial 
storage requirements of the system do not exceed 30QK but 
once implemented for the CPO and all required data is 
entered into files, storage requirements will probably 
surpass 1MB. 

Appendix I contains the User's Manual for the software 
package. Any users who will be managing the database must 
become familiar with that appendix and also with the R:Base 
User's Manual. Modifications could be implemented by 
customizing the code by using the Rbedit application. 
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V. CONCLUSIONS AND RECOMMENDAT I ONS 



The NPS Civilian Personnel Office's Job Search Decision 
Support System has already undergone many iterations. 
Additional modif ications and improvements will undoubtedly 
be required in the future. For example, the most useful 
modification of the program would permit various sites to 
network all information into a central location, thereby 
granting access to all CPO's in a given geographic region. 

Using the Express application for this problem created 
several problems and led to coding the majority of the 
system without the aid of the code generator. For instance, 
when two files were combined to produce the desired output. 
Application Express limited the programmer to ten columns in 
the new table. This proved inadequate based on physical 
design requi rements. In addition, the program design was 
too complicated for the application to handle. It can only 
generate code to the third sub— level, and the physical 
design contained five levels. 

Another problem with the code generator is that the code 
produced by Express is difficult to maintain. The routine 
can be produced in one format only, with no extra routines 
for security or logging purposes. Express generates code as 
one main program, not a collection of subroutines which 
allow for easy debugging and future expansion. In addition. 
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the generator does not include comment statements, making it 
more difficult to maintain the program. The use of an 
application generator can help to accelerate the development 
process but the tradeoffs may be too great. After initial 
frustration with the system, the code (Appendix H) was 
generated without the aid of the code generator. 

Application Express was used successfully, however, to 
define the database structure within the system. Using this 
program provided a rapid process of developing the tables 
and helped by making the process of changing existing 
structures a matter of a few keystrokes. 

In addition to using Express to develop the database 
structure, R:Base provided an excellent means of ensuring 
that the data entered into the program is within a 
predefined value range or that it is not duplicate 
information. The rules designed for this program are listed 
in Appendix D. 

The process of generating code and testing each module 
brought to light several inherent problems with the R:Base 
programming language. One of these problems concerned the 
use of passwords to prevent unauthorized use of the File 
Management modules (MENU2) . To use a password, the 
programmer must first define the OWNER password , which must 
be entered each time the R:Base program is initialized. In 
this situation, the R:Base program would be initialized 
daily in the morning. The passwords which would be 
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neccessary -for protecting the database were the USER 
passwords. It is these passwords which safeguard the data 
in the tables from being read, changed, or both. The R:Base 
program will accept two types of passwords - RPW (read 
passwords) and MPW (modify passwords). However, the program 
forces the programmer to enter read passwords prior to using 
modify passwords. Therefore, any table which is protected 
by a password would require the proper password prior to 
even reading data from it. A user inquiring about job 
vacancies must be able to read data from the tables without 
the use of passwords. Therefore, the R:Base password 
function was not utilized and data security was written into 
the command file of MENU2. 

Another problem that was encountered during the coding 
phase was the nesting factor of the R:Base programming 
language. There are three types of blocks which can be used 
in R:Base: IF blocks. Command file blocks, and WHILE 

blocks. There is a maximum of ten nesting levels. When a 
control structure or command file is added to the program, 
the nesting level increases by one. Initially, the program 
was designed to permit the user to move from one menu level 
into the next or the preceding level. The high nesting 
count at the third sub-level was caused by a combination of 
WHILE and IF-THEN loops. Therefore, the WHILE loops were 
rewritten as GOTO statements. This effectively decreased by 
one the nest count at each sub— level. Even with this 



change, it was impossible to enable the system to return to 
the main menu via menu selections. At the MENU9 level, the 
nesting -factor was at the limit and the only method o-f 
returning to the MAIN.CMD level was to utilize a QUIT TO 
statement. This e-f-fecti vely cleared all nesting levels and 
returned the user to the -first level. However, the user 
would not be able to return via menu selections. 

A recommendation -for -future versions is to modi-fy the 
program with a graphics driver which would enable the system 
to display its -forms in a “user -friendly" -format. This 
would present a very professional appearance and would 
reinforce the concept of "easy to use. " 

A "nice to have" item is the ability to print from the 
program the job announcement forms in the present format as 
shown in Appendix A. This would answer some of the user's 
complaints concerning the fact that the data was entered 
twice, once on paper and once into the system. Solving this 
"double duty" would provide office personnel with more time 
to do their other duties. A disadvantage to this is that 
most of the data on the present job announcement form is not 
necessary for a general job search routine. It would 
overload the system with information and severely reduce 
system efficiency. In addition, the storage requirments for 
this information would be staggering. 

These recommendations are meant for consideration in 
future program improvements. In order to effectively 



implement this system, the CPO will need to appoint a system 
manager. It will be this individual's responsibility to 
ensure that data is properly controlled and that the 
hardware/so-f tware systems within the office are managed. 

The database requires considerable care. The design and 
implementation of recovery procedures, database 
documentation, performance evaluation, system tuning, and 
new -feature evaluation are a few o-f the tasks which are 
necessary. This individual should have considerable 
experience in the data processing activities of the office 
and should be able to integrate existing systems. During 
initial investigation, it was noted that the CPO was using 
DBase II for some of its applications. With the 
implementation of this system, all processes should be 
integrated into one language. DBase II does not offer 
adequate support for all types of applications the CPO will 
require in the future. 

Another major concern for the system manager is data 
ownership, access, and modification rights. Since data 
within the CPO is a shared resource, problems may occur 
regarding who can do what to which data. This individual 
must consider each shared data-item and determine, in 
conjunction with the users, access and modification rights. 
Data security is designed into the program but must be 
maintained by frequently changing the password. 
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According to Pressman (Ref. 1), approx imatel y half of 
all software maintenance is perfective. As iterations 
occur, new programming techniques often surface. These 
techniques or approaches normally improve the initial 
program's efficiency and can be incorporated into the 
program structure. This program is the initial step using 
data management tools within a CPO. Effective development 
and implementation of changes to the program structure will 
certainly reinforce the positive atmosphere for decision 
support systems within the Federal workforce. 
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APPENDIX A 



MERIT STAFFING PROGRAM 

VACANCY ANNOUNCEMENT 

NAVAL POSTGRADUATE SCHOOL 
MONTEREY, CALIFORNIA 



Maintenance Mechanic" Leader, WL-4749-10 
($12.95 - $14.50 P.H.) 


announcement no. 

86-23 


OPENING DATE: 

25 June 1986 


uscAfioN. tfojks Department 

Naval Postgraduate School 
Monterey, CA 93943 


CLOSING GATE: 

9 July 1986 


AREA O^ CONSIDERATION! „ 

All employees serviced by the Civilian Personnel Office, the Voluntary Applicant 
Supply File and the Ccccuting Area. 



DUTIES: This position is located in the Standing Job Order Work Center, Maintenance and 
Operations Work Division. The incumbent acts as expert for one of the following areas: 
Electrical, Air Conditioning/Refrigeration, Pipefitting/ Plumbing, tile & Plate 
- Setting/Painting, Wood Craftsman/Carpentry, Electronics Mechanic, Audio Visual Equipment 
Mechanic, and Maintenance Machinist. The Leader function of this position will consume 
approximately 305 of the incumbent’s time. This includes such duties as determining and 
assigning work assignments; insuring correct trade principles are used and work meets 
acceptable trade standards; passing on sequence instructions,, procedures, methods, and 
deadlines; reporting status and problems; inspecting on-site field, conditions, determining 
any corrective action; or 6 er 3 and obtains stocks and materials; insuring necessary too*s 
and equipment are available; demonstrating proper work methods; and, assuring that safety 
and housekeeping rules are followed. 705 of the incumbents time will be performing 
journeyman duties along with other workers. 



QUALIFICATIONS REQUIREMENTS : Applicants must have or be able to obtain a California State 
and Government Driver's License through 1 ton. Applicants must meet all statutory and 
regulatory requirements for promotion, appointment, or reassignment eligibility, .n 
addition, applicants must have enough of the skills, knowledges, and abilities m the 
elements listed below to do the work: 

*1. ABILITY TO LEAD. 

»2. KJX7./LEDGE OF SPECIFIC TRADES RELATED TO THE POSITION. 

3. ABILITY TO CCKIUNICATE ORALLY AJD Hi WRITING. 

4. KIC^LEDGE OF SAFE1Y RULES Af£ REGULATIONS. 

* This is a screen out element. Applicants must score 2 points out of a possible 4 
points in order to be considered eligible. 



WHO MAY APPLV: f Y~| Career/career con ditionai employees. jX~| Reinstatement ehC'bles (submit copy of most recent Standard Form 50). 

individuals ei.g.bie for an activity held direct h.re authority ( e .g. VRA, Handicapped, 3CT7. Disabled Veterans) 

I /TO AP p LY.- Submit a completed Standard Form 171. Personal Qualifications Statement (and Supplemental Questionnaire, if applicable) 
U .ie Civilian Personnel Office. Naval Postgraduate School. Monterey, CA 93943. Applications must be received or postmarked by the ciosmg 
date. Do not submit copies of position/iob descriptions or voluminous work examples All SF-1 7 1 and suooortmg documents will be -etameo 
by the Civilian Personnel Office and will not be returned. For further information conract: MgTV JO Fapaft (403) 646*2001 or Av 873-2001. 



THE DEPARTMENT OF THE NAVY IS AN EQUAL OPPORTUNITY EMPLOYER. 
(See other side for additional mformation/regu«rements) 
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THE FOLLOWING STATEMENTS ARE APPLICABLE IF CHECKED: 

Setecte* miv be subject to subervuor/mjnjgef probationjry penoa 

Thu position has promotional potential tn Promotions are not guaranteed and no promise of 

promotion is implied. 

A suoolementai questionnaire, available from the Civilian Personnel Office, must be completed by applicants. 

A secret/top secret security clearance is reouired for this position. 

This oosition is covered by the Merit Pay System. 

Aophcants wno previously aoo*'«d under Vacancy Announcement No. are still under consideration and need 

not reapoly unless there has been a change m their current work assignment/status. 

All appointable Oeoartment of the Navy employees within the area of consideration wno apply will be considered. 
Filling of this position is subject to the requirements of the OOO Program for the Stability of Civilian EmoiOyment. 
Applicants must meet the time-m-grade reouirements. Qualification requirements, and time after competitive aopomt- 
ment reouirements by the closing Cate of the vacancy announcement. 

Merit Promotion is but one means of filling a vacancy. Other methods may be used concurrently. A vacancy may be cao- oc 

Z'Z 'piea^subndt a copy of your rose recent performance appraisal and OPM Form 1386 



EVALUATION : No written test is required. All applicants will be rated on a scale of 70% 
to 100% based on the quality of experience and training relevant to the duties of the 
position. Experience, training, supervisory appraisals and awards will be considered in 
the rating and ranking of candidates. _ Statements made on the Personal Qualifications 
Statement, Supplemental Experience Statement, and any additional information secured by 
the Civilian Personnel Office will be used in determining the rating. 



NOTICE : The Office of Personnel Management considers job applications to be a personal 
matter and not official government business. Therefore, the use of franked envelopes to 
submit application papers is considered to be a violation of OPM and Postal regulations. 

Applicants should make a copy of their application for their personal use prior to filing 
it in the Civilian Personnel Office; after submission, copies will not be made. 
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APPENDIX B 




APPENDIX C 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 
OUTPUTS 
PROCESS DEF I N 



PROCESS DESCRIPTION 



NPS Civilian Persuiin«l Office Jab 

Program 

MAIN.CMD 

RBASE, EXE 

MAIN.MNU / MAIN. HLP / MENU2.CMD / 

MENU4.CMD 

NONE 



Sear L.h 



Wf"M! s-'WT'. 

!*lClMUO = «_l -iU 



To provide the user with a menu for selecting 
different parts of the program. 

User via keyboard. 



PICK1 



IT I ON 



Provide the user with the following choices? 



1 . File Management 

2. Job Availability 

3. Additional Information 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 

OUTPUTS 

PROCESS DEFINI 



NPS Civilian Personnel Gttice Job Search 

Program 

MENU2 . CMD 

MAIN.CMD 

MAIN. CMD / MENU2.MNU / MENU2.HLP / MENUS, CMD 
NONE 

To provide the user with a menu tor selecting 
which table to per -form -file operations on. 
PICK1 

PICK1 / PICK2 
TION 

Provide the user with the tallowing choices 
which correspond to the data table to be 
managed : 

Announcement Listings 
Federal Job Descriptions 
Area Location Descriptions 
Pay Schedule 
Contact Directory 



± « 




-_J X 



30 



PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 

OUTPUTS 



NPS Civilian Personnel Office Job Search 

Program 

MENU3.CMD 

MAIN.CMD 

MENU3.MNU / MENU3.HLP / MENU7.CMD / MAIN.CMD 
ANNOUNCE 

To provide the user with a menu -for selecting 
the tenure of the available jobs. 

User via keyboard / PICK 1 
PICK! / PICK3 / NEWTBL 



PROCESS DEFINITION 



Provide the user with the following choices 
which correspond to the various tenures by 

m X ch j Qu V^CcinCI p C dt SQ Or i Z 0Q I 



1 3 Tempui- sry 

2. ' Permanent 

3 . All Types 
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PROCESS DESCRIPTION 



SYSTEM 



MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 

OUTPUTS 



NPS Civilian Personnel Office Job Search 

Program 

MENU 4 . CMD 

MAIN.CMD 

MENU4.HLP / MENU 4 . MNU / MENU 1 0 . CMD / 

MENU11.CMD / MENU 1 2 . CMD 

NONE 

To allow the user with a menu -for selecting 
what additional information to display. 

User via keyboard / PICK1 / PICK4 
PICK1 / PICK 4 



DEF I N I T I ON 

Provide the user with 
additional information 
f o 1 1 o w i n g m s n u : 



he ab i 1 i ty to d i sp 1 ay 

1 x t r J- t 

cd bo bbfi L'L Tf LJ ‘ ! I LI 



1 




n 



BASS 



I np/\TTnMn 

LUL M I I uro 



■ I f \ \ / 

r H t 

SPEC 

/\ i — « f“i » Tr. A T T p -' i. r - ; n fi P i — r - 1 r -1 

Hr r l i um I I um r rULcoo 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 

I -1 r\ i i r -1 
LMLLO 

ILES USED 
URPOSE 



NP UTS 
UTPUTS 

ROCESS DEFIN 



NPS Civilian Personnel Office Job Search 

Program 

MENU5.CMD 

MENU2 . CMD 

MENUS. MNU / MENUS. HLP / INFO ADD. CMD / 
INFOREM.CMD / INFOCHG.CMD / INFODISP.CMD 
NONE 

To provide the user with a menu for selecting 
the type of management function to perform on 
the selected data table. 

User via keyboard / PICK1 / PICK 2 

F iTHI/H / HTpi/n / ! T 2— M.-TC 

I L-r r-. 1 / r j. Lh.i / r i ur-.-j 

I T I ON 

Provide the user with the "Following choices 
which correspond to the various rnsnsoe/uent 



■Funut i uns th<=it csn b per Fur mt^d *_«n iiht? 



J J ! l £«* I_ 



i . 

.j s 

4. 



Remove Old Information 
Change Existing Information 
Display Current Information 
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PROCESS DESCRIPTION 



SYSTEM 



NPS Civilian Personnel Office Job Search 



Program 

MODULAR NAME MENU7.CMD 



CALLED BY 
CALLS 

FILES USED 
PURPOSE 



MENU3 . CMD 

MENU7.MNU / MENU7.HLP / MENUS . CMD 
NEWTBL 

To provide the user with a menu for 
the location of job vacancies. 



INPUTS User via keyboard / PICK1 / PICK-3 

OUTPUTS PICK1 / PICK3 / PICK7 / NEWTBL 1 

PROCESS DEFINITION 



sel ect i ng 



Provide the user 
which correspond 
within the local 



with the following choices 
to the various locations 
area where job vacancies are 



present : 



1 . Naval Postgraduate School 

2. Fort Ord 

3. Defense Language Institute 

4. All Locations 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 



T MHI ITP 

i. iMr i o 

OUTPUTS 
PROCESS DEF I 



NPS Civilian Personnel O-f-fice Job Sei 
Program 
MENUS. CMD 
MENU7.CMD 

MENUS. MNU / MENUS. HLP / MENU9.CMD 
FED 

To provide the user with a menu -for select 
the general occupational area of interest 
searching for vacancies. 

User via" keyboard / PICK! / PICK3 / PICK7 
PICK1 / PICK3 / PICK7 / PICKS / NEWTBL2 
NITION 

Provide the user with the following choice 
which correspond to the various occupation 
areas which each Federal job is 



i ng 
i n 



Li ClbSi t i 0 LS u V 



i 

1 

n v 



1. Professional 

2. Trades 

3. Clerical 

4. Medical 

5. Admi ni strat i ve 

6. All Areas 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 

A! s n 

L-MLLO 

FILES USED 
PURPOSE 

INPUTS 

mi !-rr*. i t-r-m 
LJU I T U I □ 

PROCESS DEFI 



NPS Civilian Personnel Office Job Search 

Program 

MENU9.CMD 



MENU8.CMD 



MAIN. CMD 

NEWTBL1 / NEWTBL2 / NEWTBL3 / NEWTBL4 / 
NEWTBL5 

To provide the user with a display of all 
available job announcements based on previous 
menu selections. In addition, this module 
requests the user to input the minimum grade 
level he is interested in searching. 

User via keyboard / PICK1 / PICK3 7 PICK7 / 
PICKS 

Job announcements to user via screen 



display, 
expansi on 
NITIQN 



Provisions made -for 
to a printer. 



f ut ur e 



Provide the user with a request -for the 
minimum grade level he is seeking tor job 
vacancies. Following the display o-f the 
primary in-formation to the user, he is 
o-f -fared the choice o-f viewing additional 
i nf or mat i on concerning that particular job 
announcement . I-f he is not interested, the 
next available announcement which meets the 
stated constraints is displayed. 'when all 
Vdcanci es have been shown to the user . he mav 
input a new minimum grade or he can exit to 
the main menu and perform other system 
functions. 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 



NPUTS 

UTPUTS 

ROCESS DEFIN 



NPS Civilian Personnel Office Job Search 

PrograiTi 

MENU 10. CMD 

MENU4. CMD 

MENU4 . CMD 

LOCATION 

To provide the user with a description ot 
various locations of the offices in the 1 
area. 

User via keyboard / PICK1 / PICK 4 
SITEDSP 
IT I ON 

Provide the user with a description of an 
office location based on the user input v 
menu bi sp 1 e*y * I ne output is di sp j. 3 . y e d x n 

report form using SITEDSP. The process 
displays t h e following choices* 

I k i r"j f * 1 

= nro 

n i r pnn 

uL . r I U n. u 

3. DLI 
4. MISC 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 



NPS Civilian Personnel 

Program 

MENU1 1 . CMD 

MENU4.CMD 

MENU4.CMD 



O-f-fice Job Search 



FILES USED 



PAY 



PURPOSE 



INPUTS 

OUTPUTS 

PROCESS 



To provide the user with a listing by grade 
o-f each pay level in the Federal service. 
User via keyboard / PICK1 / PICK 4 



n rr ThiTTrr.M 
C.r liMl I 1 LJIV 



Provide the user with a listing of the pay by 
grade level within the Federal service. The 
output is displayed in the report PAYRPT. The 
process displays the following choices : 



1 » OO 

2. WG 

3. WL 
4= WS 
5. UJD 
6 > . NN 
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PROCESS DESCRIPTION 



SYSTEM 


NPS Civilian Personnel O-f-fice Job Search 
Program 


MODULAR NAME 
CALLED BY 
CALLS 


MENU12.CMD 

MENU4.CMD 

MENU4.CMD / MENU 12. MNU / CURRENT. TXT / 

FORMER. TXT / HAND I .TXT / VET. TXT / SPOUSE.TXT 
/ TEMP.TXT / NAF.TXT 


FILES USED 
PURPOSE 


NONE 

To provide the user with a description of the 
var i qlis emp 1 oyment programs avai 1 ab 1 e * 


INPUTS 

OUTPUTS 


User via keyboard / F'ICKI / F‘ I CK.4 
Various .TXT files according to menu 
sel ecti on 


PROCESS DEFINE 


ETION 


« 


Provide the user with descriptions of the 
various programs available to him if he 
should wane to apply for federal employment. 
The output is displayed in various text 
files. i he process displays the following 

choices; 




1. Current Employee 
2= Former Employee 

3. Veteran 

4. Handicapped 

5. Temporary Employment 

6. Non— Appropr i ated Fund <NAF> 

7. Military Spouses 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAM 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 
OUTPUTS 
PROCESS DEF 



NPS Civilian Personnel Of -f ice Job Search 
Program 

E INFOADD.CMD 
MENU5.CMD 
MENU5.CMD 

ANNOUNCE / FED / LOCATION / PAY / CONTACT 
To allow the user to enter into the edit 
function of RBASE. 

User via keyboard / PICK1 / PICK2 / PICKS 
NONE 
INITION 

Provide the user with the ability to add new 
records into the previously selected table. 



40 



r-»r-» rn r-» c ^ C2 *“ rprirnTinK! 
r p.ul-cdo JcoLn. ±r ! ± *_*»'* 



SYSTEM 



NFS Civilian Personnel Office Job Search 



Program 

MODULAR NAME INFOREM.CMD 



CALLED BY 
CALLS 

FILES USED 
PURPOSE 



MENU5.CMD 
MENU5. CMD 

ANNOUNCE / FED / LOCATION / PAY / CONTACT 
To allow the user to apply the DELETE 
function of RBASE. 



INPUTS User via keyboard / PICK1 / PICK2 / PICK5 

OUTPUTS . NONE 

PROCESS DEFINITION 



Provide the user with the ability to del et 
existing records from a previously selects 
table. 
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PROCESS DESCRIPTION 



SYSTEM 



MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 

OUTPUTS 

nnnprpr r\ i — ? — r m t 
r n.ULcoo u cl r* jl i n x 



NF'S Civilian Personnel O-f-fice Job Search 

Program 

INFQCHG.CMD 

MENU5.CMD 

MENUS. CMD 

ANNOUNCE / FED / LOCATION / PAY / CONTACT 
To allow the user to apply the EDIT functio 
oi RBASE 

User via keyboard / PICK1 / PICK2 / PICKS 
NONE 
TION 

Provide the user with the ability to change 
existing records -from a previously selected 
table. 
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PROCESS DESCRIPTION 



SYSTEM 

MODULAR NAME 
CALLED BY 
CALLS 

FILES USED 
PURPOSE 

INPUTS 
OUTPUTS 
PROCESS DEFT 



NPS Civilian Personnel O-f-fice Job Search 

Program 

INFQDISP.CMD 

MENU5.CMD 

MENUS . CMD 

ANNOUNCE / FED / LOCATION / PAY / CONTACT 
To allow the user to apply the SELECT 
function of RBASE 

User via keyboard / PICK1 / PICK2 / PICKS 
NONE 
NITION 

Provide the user with the ability to display 
all existing records from a previously 
selected table. 
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te r 




P-^( user) 




ne n n ^us e r J 



grade 

vacancies . _ _ . 

afi n ou!l ce 




con tact r 




fe d 



contact 



ame 




46 



I 



APPENDIX E 



DATA DICTIONARY 



Table: announce 
Read Password: NO 
Modify Password: KG 

Cciuc.fi definitions 



Nine 


Type 


nurber 


TEXT 


site 


TEXT 


cp=n_dt 


DATE 


ds.dt • 


DATE 


tenure 


TEXT 


fed.nun 


TEXT 


grade 


TEXT 


SPC.DUTY TEXT 


spc.qual 


TEXT 


StatU5 


TEXT 


other 


TEXT 


dir.hir; 


TEXT 


etc id 


INTEC 



length Key 

8 characters 
1.0 characters 
1 value (s) 

1 value (s) 

4 characters 
7 characters 

5 characters 
400 characters 
300 characters 

1 characters 
1 characters 
1 characters 
1 value ( 5 ) 



Current ncter ct ro.-.s: 



Table: ted 

Read Pc==v-crd: NG 

hcdify Password: NO 

Co! ucfi definitions 



s Na r e 


Type 


Lernj 


th 


1 fed. nun 


TEXT 


T 




/ 


C : c: r. 1 . f 5 


2 JOE. ‘Cl 


TEXT 


c 0 
w V 


characters 


j gs. 


TEXT 


7TA 

•JJV 


characters 


i r:.il 


TEXT 


V vv 


characters 


5 cits i wT y 


TEXT 


10 


C.izd c c. lir a 


Current nu: 


ter c ? 


roc. si 


19 
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- r j , no 

.»y. \J ’VJ 



Tab I = : !o 
Read Fiji 
ttodify Pass*crd: NO 

Col u:T.n definitions 
S Nar.e Type 

! site TEXT 

2 city TEXT 

3 infotxt TEXT 

Current number af 



Lsnctr, l/ ey 

10 characters 
!5 characters 
250 characters 

reus: 3 



Table: pay 



Read Fas- words NQ 
liOdiTy Passrord: NO 




Colucn definitions 


- 


S ' =--S Type 


Length 


1 -reds TEXT 


5 ch 


2 rin.pay DOL'JR 


< ... 

: *» t 


3 n £ y rgjj^? 


1 Vs 



Table: contact 



Read Pass 


wards NO 




r.odiFy Pa 


s sword: NO 




L -> • W t. . . . 'jC 


finitiors 




g »*. .. - 


Type 


r - - . l l 

LS,I 3 •'* 


! etc id 


i : u w.m 


1 ve 


2 ctc_r.s 


t r v r 
1 IA 1 


30 ch 


7 -U - 


TE'.T 


r L 

c C i ■ 



i/ 



V 



Cur 



. - r J. « 

r tilV. i iv ucr 



_ r 

UT 



7 
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elenemd descrip 


eleatype upperval lowerval 


source 


uodtfreq 


ccnent 


nuaber 


announceaent.nuaber text 


2 


a 


cpo 


variaole 


identifies vacancy announcement 


SI tl 


location 


text 


2 


a 


cpo 


variable 


identifies originator of announceaent 


open^dt 


opening date 


date 


12/31/99 01/01/00 cpc 


variable 


soecifies first date of applications 


ds.dt 


closing date 


date 


12/31/99 01/01/00 cpo 


variable 


specifies final date of application peri 


tenure 


length of eaployaent text 


teip 


per* 


cpo 


variable 


specifies length of employment 


fedjiui 


pay plan/senes 


text 


xs-9999 


gs-0000 


cpo 


variable 


specifies federal pay plan/series nuaber 


grade 


grade level 


text 


*5-15 


gs-01 


cpo 


variable 


specifies grade level of announceaent 


spcjluty 


specific job duties text 


2 


a 


cpo 


variable 


specifies specific job duties 


spc.qual 


specific quals 


text 


2 


a 


cpo 


variable 


specifies specific job qualifications 


status 


*ho can apply 


text 


y 


n 


cpo 


variable 


tells if status esplcyees can apply 


dirjure 


direct hires 


text 


y 


n 


cpo 


variable 


tells if direct hire employees can apply 


other 


other esplcyees 


text 


y 


n 


cpo 


variable 


tells if other category of esployees can 


etc .id 


contact id 1 


int 


9999 


0000 


cpo 


van able 


specifies contact id 1 


job_m 


job description 


text 


2 


a 


cpo 


variabl e 


actual job title 


gen^dut y 


general job duties 


text 


2 


a 


cpo 


vari able 


specifies general jcb duties 


gen_qual 


general jpb quals 


text 


2 


a 


cpo 


variable 


specifies general job qualifications 


category 


job grouping 


text 


trades 


adain 


cpo 


variable 


job classification grouping 


city 


originating site 


text 


2 


a 


cpo 


vari abl e 


specifies location of vacancy 


infotxt 


site information 


text 


2 


a 


cpo 


vari abl e 


description of base / office 


cm jay 


aim.iui pay 


$ 


$999,999 


$0 


cpo 


variable 


lists aimaua pay in grade 


elefsenid 


descrip 


eleatype upperval 


Ic*erval 


source 


updtfreq 


comaent 


aaxjay 


taxiaua pay 


$ 


$999,999 


$0 


cpo 


van abl e 


lists saxiaua pay in grade 


cti’na 


contact naee 


text 


2 


a 


cpo 


variable 


nho to see about job 


ph.nuo 


phone nuaber 


* text 


999-999? 


000-0000 


cpo 


variable phone nur.oer of contact personnel 



fileid 


dscrptid 


filetype access 


reel noth 


nuerecs stored 


latest 


coaient 




announce 


announ:e:ent_f il e 


data seq 


762 


6 disk 


09/C5/S6 


contains 


current list of vacancies 


fed 


federal job Jile 


data seq 


717 


19 disk 


oe/CS/Si 


c:-:=:ns 


1 ; »4 - L J J - *■ - ! • » « J - ; - r ■ 

i . : i j r ic>: si j ~ i « 


contact 


ccr.tsct.file 


data seq 


47 


7 disk 


09/03/33 


contains 


contact personnel roster 


location 


site jil e 


data seq 


275 


3 disk 


09/03/Si 


contains 


site descriptions 


?ay 


payjile 


data seq 


35 


51 disk 


09/03/33 


contains 


pay schedules 
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progid 


descnd 


language 


cam 


lain senu 


R: base 


ienu2 


file igt 


R: base 


ienu3 


jcd search 


R: base 


ienu4 


addl inforaation 


R : b as e 


cenu5 


aenu for ^agt options 


R: base 


ienu7 


location 


Rsbase 


aenu8 


category 


R^s base 


■enu9 


display vacancies 


R: base 


lenulO 


site descriptions 


R: base 


lenull 


pay scales 


Rsbase 


uenul2 


hiring options 


Rsbase 


infoadd 


adds new data 


Rsbase 


infcrei 


reioves old data 


R: base 


infochg 


changes existing data 


Rsbase 


infodisp 


displays data 


Rsbase 



ns_ccde lastaod conents 



1619 09/09/86 calls the aain aenu 
1118 09/C8/56 cpt! cn: announce/ f ed/ p ayy contact / 1 oc at l on 
1235 09/08/86 c?t;on:teap/pen/ill 
1137 09/03/36 option: location/pay/prograais/appl ications 
1136 09/03/36 option: add/reacve/change/display 
1379 09/08/96 option: NPS/FT Ord/DLI/llisc 
1706 09/08/96 optionjprot /tride/cler/aed/adain 
2804 09/08/86 gets grade/displays vacancies 
1077 09/08/86 opt i on : NPS/Ft Ord/Dll/Hisc 
1631 09/08/86 opticmall pay senes 
1017 09/08/86 option: various hiring programs 
654 09/08/86 adds data to specified table 
2776 09/03/26 deletes data froa specified table 
1446 09/08/86 changes data in a specified table 
1161 09/03/86 displays all data in a specified table 



idl 


typel 


id2 


type2 


cpo 


user 


announce 


file 


cpo 


user 


fed 


file 


cpo 


user 


contact 


file 


cpo 


user 


pay 


file 


cpo 


user 


location 


file 


sain 


prograa 


announce 


file 


sain 


program 


fed 


file 


cam 


prograa 


contact 


file 


sain 


prograa 


location 


file 


tain 


prcgrat 


pay 


file 
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AND/OR 


COLNAMEl 


TABLE 1 


BOOLEAN C0LNATE2 TAPLE2 


RULVALUE 




l 


AND 


f ed.nuci 


fed 


ex i s 






1 


and 


j ob_nm 


fed 


ex is 






1 


and 


5 c n _ d u t y 


fed 


ex is 






4 

1 


and 


9 &n_qual 


fed 


£X15 






1 

1 


and 


category 


fed 


ex is 






1 


USES 




fed 




YOU KUST ENTER DATA IN 


ALL FLOCKS 


3 


AND 


grade 


pay 


ex is 






3 


and 


ain.pay 


pay 


ex i s 






3 


and 


oax _pay 


pay 


ex i s 






3 


USES 




pay 




YOU MUST ENTER DATA IN 


ALL BLOCKS 


4 


AND 


rrj.rter 


announce 


exis 






4 


and 


site 


a r n 0 in z s 


s:*:s 






4 


and 

and 


o p = n _ d t 
C 1 5_dt 


announce 


exis 






h 


- i : u J H w cd 


t a l S 






» 

U 


and 


' tenure 


c" n our ce 


EX is 






4 


and 


ieijiu' 


announce 


exis 






» 


an d 


' grade 


am ounce 


exis 






4 


USES 




enounce 




'■rii • m ~ t r - - r r r. * * • T 1 
! L‘ ‘J .LSI !!»!," Lr > i i * 


ALL el: S'. 5 


6 


M . t V 2 


FED.NU.N 


FED 


NEA fzdj:Um FED 






a 


U EES 




FED 




:;-u;CA7E •: L i N _ ’ ; z i. 








rr • » • • 7 , 
L w _ \ r _ . 


’ :: rj 


ed:lean co:>ne 2 tailed 


FLLV^IjE 




r 

: 


/ » • r. « 
r -.D 




rr/ 


SEA STATE FAY 






7 


mctc 




; A / 


:.EA SITE ICSATICN 


FA'. GRADE ALREADY IN FI 


!_C 




- N L 3 


r % t - 

;; ic 


t r “ • ~ " i 

■ r 1 i l * 






10 


1 • - 

w ::: 




102 AM ON 




SITE ALREADY IN FILE 




11 


AN Z'3 


C7C.1D 


CONTACT 


NEA C T C_ID Cur. : ACT 






11 


L"3:S 




CONTACT 




j L' . Lirfi 1 1 i u» • . : ur, 




» ^ 
I c 


AND 


grade 


sr.'OL'ce 


s:a grade pay 






12 


USES 




annrance 




• p : mh«t 77 * k . - . — - - 

c ~ ^ i t . j r ; : c i . » - - _ - 1 - 


^3’ - :.C-. 


13 


AND ‘ 


ctc_id 


anr.c-.nce 


eca ctc_id ccntact 






i’ 
i « 

: i 




SITE 


"• r s 

“ r, r- n - r r T 

. L M ! 1 


EXIS 


CDN'T^CI ID - "•’ rc NET - 


-NE A !•**' i ^ : r . . I 


. i 


AND 


C i T V 


l « i U • 


E»I3 






14 


* nr. 


INrGTXT 


i r t r i 1 

lLwH i . lm 


r , i * 

c> * : 






; n 


USES 




• r r ' t t r* i 
u . - r • 1 cm 




YOU XUS I ETTA DATA IN 


•-LL elg: : e 


i: 


C.'Ti 

’ ■ < w 


7Z'-Jr.£ 


* l > •Itii*'' 

?*•*•<■ » * !L 


ED 


T r ' * r 




; w 


OR 


' w • ~ C 


ANMVNCE 


r" 

C u 


PERM 




* r 


•- I 22 3 




'»;* - •>-■7 




r\;7* ;r ( : r: -~:v j*; - 


r .-.r 


17 


: 


; i 


! NN J’JNCE 


ESA SITE LOCATION 






17 


m •: r c 

- . 22 j 




A'. M . DU\CE 




E'.TtR r'rSF'ER FC : NAT !N ; 


” yr: r - r, • r* » j w • r-.- 


18 


AND 


r • rr, r 


ED I 


.e 


RDF 
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I ", 

. n, 

13 

18 

18 

13 

19 

19 

19 

19 

19 

19 

20 

20 

20 

20 



AND/OR C0LNAME1 TABLE1 BOOLEAN C0LNAME2 TAPLE2 RULVALUE 



CR 


CATEGORY FED 


NE 


— » 

i n 
in 


OR 


CATEGORY FED 


NE 


CLER 


OR 


CATEGORY FED 




NED 


OR 


' CATEGORY FED 


NE 


ADMIN 


USES 


FED 




IMPROPER CATEGORY ENTRY FORMAT 


AND 


SPC.DUTY ANNOUNCE 


EXIS 




AND 


SPC.QUAL ANNOUNCE 


EXIS 




AND 


STATUS ANNOUNCE 


EXIS 




AND 


OTHER ANNOUNCE 


EXIS . 




AND 


DIR_HI.SE ANNOUNCE 


EXIS 




USES 


/ •'urw?**pr 
" i , • J . ■ « L » 




YOU MUST ENTER DATA IN all BLOCKS 


f »«pq 
r. j 


CTC_ I D CONTACT 


EXIS 




AND 


ctc'nn contact 


EXIS 




AND 


PH.N'JH CONTACT. 


EXIS 




USES 


CONTACT 




TC'U ’•‘JET E\ T ER [A'A IN ALL SLOC'-S 
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CO 



PROGRAM MENU STRUCTURE 



APPENDIX F 



Eh 


W 


D 


Q 


CU 


C 


2 


PS 


H 


O 










PS 


E- 


H 


o 


CJ 


CJ 


W 


w 




1 


Eh 


w 


< 


c/ 


5 


CJ 



w 




E~ 


i 


o w 




CJ 






W W 


2 CQ 




2 


i Eh 


< < 




w 


1 H 


2 Eh 




a: 


! CO 







w 


O 


Eh 


Pn 


H 


2 


CO 


H 




O 
> Pt4 
< 2 
Oh M 



2 2 
H 2 

< W 
2 2 
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HIRING 



APPENDIX G 



I 

i 

} 

i 

i 

I 



t 

i 





i 

1 

l 

| 

i 

i 



} 

j 

i 

i 

i 

\ 



I 



MODULAR STRUCTURES 
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appendix h 



t uiiUiunuiiiuiutuuiiiuUiiiniiUiiiii) 
ill "AIN. CUD I) 

Id CIVILIAN PERSONNEL JOB SEARCH 15 

i'-i WIN "END .-OSSAH 1 } 

i(i \ c ) i^S-c RO 2ERT C. SAIN D 

t.'inniiiisliiiiiliiiitiiiiiiitiniiiliiiiiiiiiN 

SET ■‘E55A5E OF? 

EE ? LINE; 2 a 
v-EV .JOBHUNT 
EE' SOLES ON 
SET ERECT MESSAGE ON 

ee 7 %n ntr: in 7 

EE T m 'QUAY DATE 
SET m A NS TEXT 

ii|iiiiHi!iH|iilti!ltiiiiiiiini.diiiiiiniilii) 



NEW? AS? 

IF TODAY -AILS THEN 

i (THE F0LL3SINS DELETES FROM THE DATABASE ALL JOE VACANCIES) 

WHICH ARE NOW OUT OF DATE) 

SET VAR TODAY TO *DATE 
LA-EL ASAIN 

WRITE ’TODAY’S DATE; " AT iO,!5 
5HSW VAR '3D5Y AT 10,30 

r ILL IN m OSIN; "IS THIS THE CORRECT DAT; " fY/N- ==’• " AT <5,15 
IF m EQ Y THEM 

DELETE ROWS FROM ANNOUNCE WHERE CIS.ST l T .TODAY 
NFypASE 

PILL IN TODAY USING "ENTER THE CORRECT DATE (H"/5&/ v Y> «> " AT 15.15 

NEIIFASE 

SOTO ASAIN 

END IF 
CLEAR ANS 
NEWP.A5E 
END IF 

r (PRINT INTEDUCTIGN screen? 

DRAW INTRO 

PAUSE 

NEWFASE 



LABEL STARTMAIN 

nsnraee 



* ? SET SELECTION F £ '3». MAIN MENU* 

WRITE "SELECT ^F!0 7 OR HELP 8 A T 23.30 
CHOOSE PICK! FROM NAIN.MNU 
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■it 25,27 



IF PICK: ED -i *HEN 
^EW-A-ZE 

DISPLAY U EL?HAIN,HL° 
m~t * a R£SS ANY KEY TO CONTINUE " 
PAUSE 
END IF 

IF PICK! ED 0 THEN 

GOTO ENCHAIN: 

END IF 

IF PICK! E5 ! THEN 
RUN NENU2. CND 
END IF 

IF PICK! EQ 2 THEN 
RUN MENU3. CHD 
END IF 

IF PICK! ES 3 THEN 
RUN BENU4.CKD 
END IP 

SOTO STARTHAIN 
LABEL ENDHAIN 
CLEAR TODAY 
NENPAOE 
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*£iNj 

CCL'PlN NP? CIVILIAN PERSONNEL JOB SEARCH FROOF-n 

PILE MANAGEMENT 

CHECK JOB VACANCIES 

SEE* ADDITIONAL INFQ^ATIGN 



HELP FOR MAIN MENU 



9*1 set ■!! *cr Fils Manags^snt 

- this selection will psreil you to select a *ile and 5 

t adding records 
i deleting records 
I changing existing records 
i displaying existing rsccrds 

- You will need a proper password to enter this segment o* 
the program, 

Select 2! -or Job Vacancies 

- this selection will lead you through a series of -menus 
which will enable the system to display to you the current 
jot vacancies for which you qualify. 



Select 131 For Additional Indorsation 

- this selection will a-’-’er various areas which contain 
amplifying indorsation at possible interest. 
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vttitittiiitttituttmtttutttitttumnti 



It 

t{ 
*( 
* ( 



CIVILIAN PERSONNEL JOB SEARCH i) 
: IL= MANAGEMENT PROGRAM I 

(c) 1906 ROBERT, C. SAIN t 




I) 



SET VAR PICKS INI 
SET VAR PICKS TO 1 
SET VAR PASSED TEH 

I (GET USER PASSWORD TO ENABLE BOTH READ AND MOEIPY CAPABILITIES) 
NEHPftSE 

WRITE "PRESS CENTER) TO RETURN TO HA IN MENU" AT 24,20 
FILLIH PASSSD USING "ENTER PASSWORD ==> " AT 10, 25 
IF PASSHD NE “INSANE” OR PflSSWO FAILS THEN 
RETURN 

END IF 

CLEAR FA3SNC 

TIBET SELECTION FORM MENU 2; 

WHILE PICK? NE 6 THEN 
NENPASE 

WRITE “SELECT <FiO> -OR HELP” AT 23,30 
CHOOSE PICKS FRCft NENU2.HNU 
IF PICK2 ES -1 THEN 



WRITE “PRESS ANY KEY TO CONTINUE" at 20,27 
PAUSE 

END IF 

F PICKS NE 6 AND PICKS NE -1 THEN 
RUN MINUS, CUD 



NEHPAGE 

DISPLAY MENUS, HIP 



ENDNHILE 
CLEAR PICKS 
RETURN 
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*ENUC 

COLUMN FILE MANAGEMENT. 
ANNOUNCEMENT LIEGES 
FEDERAL JOB DESCRIPTIONS 
AREA LOCATION DESCRIPTIONS 
02V SCHEDULE 
CONTACT DIFECTQRY 
SO BACK TO PREVIOUS MENU 



KEL- FOR HENU2 



- YOUR SELECTION F 9 GK T«E MENU NHL ENABLE YOU "Q ENTER THAT 
DATA STRUCTURE FOR THE PURPOSE OF 

- ENTERING DATA 

- DELETING DATA 

- CHANGING DATA 

- DISPLAYING DATA 

- IF YOU ‘ENTERED .AN IMPROPER PASSWORD, YOU WILL NOT BE ALLOWED 
TO PERFORM ANV QF these FUNCTIONS ON THE DATA. 
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I? 5 

K CIVILIAN PERSONNEL OFFICE JOB EEAFC- 
?•' JO? AVAILABILITY Si TY P E ) 

ti •;! P8c ROBERT C. SAIN 

iiittitiiiititiiiiitiiiitiiiiiiititiinniilititi 

SET VAR PICK-3 INI 
SET YAP PICK.:- TO i 

LABEL STAR ’’MENUS 
SEK°a=E 



i 'SET SELECTION FROM MENU3) 

8FUE ’SELECT ( c 10> -OR HELP" AT 13,30 
CHOOSE PICKS FROM MENU-3. MNU 
IF PICKS ES -1 THEN 
NEWPABE 

0 1 SPLAY MEMUS.HLP 

-RITE " PRESS ANY KEY T;j CONTINUE” AT 25. 1 
PAUSE 

END IF 

IF - TCK3 ES I THEN 

PROJECT NENTBL FROM ANNOUNCE USING ALL * 
INHERE TENURE ES TEMP 
RUN MEMU7.CMD 
REMOVE NENTPL 

END IF 

IF PICK? £9 I THEN 

PROJECT NENTBL FROM ANNOUNCE USING ALL + 
“HERE TENURE ES PERN 
RUN .MENU7.CHD 
?E“OVE NENTBL 

end:- 

IF ?ICK3 ES 3 THEN 

PROJECT NENTBL FROM ANNOUNCE USING ALL 
-UN MENU7.CMD 
REMOVE NENTBL 

END I - 

IF PICKS EO A THEN 

SOTO ENDMENU3 

END IF 

GOTO STARTKENU3 
LABEL EN[men:;j3 
NS-PAGE 

-RITE "ONE MOMENT PLEASE" AJ 13,32 

CLEAR PICKS 

PACK 

RETURN 



*£NU3 

COLUMN MKAT T V C E OF JOB ARE YOU LOCKING ?QR’ 



TEMPORARY 
PERMANENT 
ALL TYPES 

SO BACK TO PREVIOUS IcN'J 



HELP FOR MENUS 



- SELECT (!) -OR ALL JOBS «H!CH ARE CLASSIFIED AS TEMPORARY 
EMPLOYMENT OPPORTUNITIES. 

- SELECT (2) C CR ALL JOBS WHICH ARE CLASSIFIED AS PERMANENT 
EMPLOYMENT OPPORTUNITIES, 

- SELECT (3) FOR ALL JOBS, 



- SELECT (i) TO RETURN TO THE MAIN MENU, 



HUUttiiuintuutimutiUiWtUUtiUWW 
V: NENL^CMD ) 

i( CIVILIAN PERSONNEL OFFICE JOB SEARCH S 

ti ADDITIONAL INFORMATION MODULE ) 

U it) leg ; ROBERT C. SAIN J 

uuuiunmutunutmmtnmntmtttttw 

SET VAR PICK4 INT 
BE* vAR PICK 4 TO 1 

* (GET SELECTION FROM N5NU4) 

WHILE: PICK4 NE 3 THEN 
SENPAGE 

MrE "SELECT < F S 0 > FOR HELP" AT 23,30 
CHOOSE PIEK4 FROM MENU4.HNU 
IP PICK 4 £9 -! THEN 
NEHPA6E 

DISPLAY MENU4 , HLP 

WRITE "PRESS ANY KEY TO CONTINUE" AT 25,27 
PAUSE 

END IF 

I r PICK4 E8 1 THEN 

RUN MENU10.CMD 

END IF 

IF PICK 4 EQ 2 THEN 

RUN MENUii.CMD 

END IF 

IF PICK 4 EQ 3 THEN 

PUN MENUI2.CMD 

END IF 

IF PICK 4 EQ * THEN 
NENPAGE 

DISPLAY APPLY, TXT 
PAUSE 

END IF 

ENDWHILE 



CLEAR PICK4 
RETURN 



"ENAHNU 

COLUMN WHAT TOPIC DO YOU WISH HOPE INFORMATION ABOUT? 
mi ! OFFICE LOCATIONS 
PAY SCALES 

SPECIAL HIRING PROGRAMS 
APPLICATION PROCESS 
RETURN TO PREVIOUS MENU 



HELP -OR ME Nil 4 



- THE -QLLCWIN3 CHOICES CAN BE MACE TO PRESENT TO YOU MORE 
INFORMATION ABOUT A CERTAIN AREA OF THE JOB APPLICATION PROCE 
THE INFORMATION WILL BE DISPLAYED ON THE SCREEN, 



- SELECT (I) FOR INFORMATION ABOUT THE VARIOUS EMPLOYMENT LOCATIONS, 

- SELECT (25 FQR THE CURRENT PAY SCALE BY GRADE 

- SELECT (3! FOR INFORMATION ABOUT VARIOUS HIRING PROGRAMS: 

- CURRENT EMPLOYEES 

- VETERiNS 

- umd - CAPPED 

- MILIARY SPOUSES 

- SELECT %) FOR INFORMATION ABOUT m TO APPLY, 

- SELECT «5) TO RETURN TO THE MAIN MENU, 
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n i 
C» * 



i'liUMtiuutttiiittiHiiHittiirtHtiWtUtiH) 
i MENUS. CrD } 

if CIVILIAN PERSONNEL OFFICE JOB SEARCH ! 
if FUNCTION EXECUTION PROGRAM 5 

M (:J im ROBERT c. SAIN 

if itiliiiiiiiiniiiiiiiiiiiiiiiiitiiiiiiiiiiiliii) 
SET m PICKS INI 
SET WftP PICKS TO i 



? (GET SELECTION FROM MENUS; 

KHILE- PICKS NE 5 THEN 
NEWPAGE 

fe’RITE "SELECT <F10> FOR HELP" AT 23,30 
CHOOSE PICKS FRGH MENUS . MNU 
IF PICKS £8 -I THEN 
NENPfiSE 

DISPLAY MENUS, HL? 

WRITE 'PRESS m KEY TO CONTINUE 3 
PAUSE 

SNDIF 



IF PICKS 


EQ ! 


THEN 




RUN 


INFG a DD.CHD 


END IF 






IF PICKS 


EQ 2 


THEN 




RUN 


inforem.cmd- 


END IF 






IF PICKS 


EQ 3 


THEN 




RUN 


INFOCHS, end 


END IF 






IF PICKS 


EQ 4 


THEN 




RUN 


INFQuISP.CHD 


END IF 







ENDNHLE 

NEW-AGE 

a, RITE "ONE MOMENT PLEASE" AT 13,3: 

CLEAR PICKS 

PACK 

RETURN 



ar 25,27 
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::iw «H!c y function :o you wish _ o =EPFCF.r 

ENTER NEW INFORMATION 
REMOVE OLD INFORMATION 
CHANGE EXISTING INFORMATION 
2 I3PLA V CURRENT INFORMATION 
TO SACK TO : REV I DU; MENU 



HELP FOR MENU 



c 

j 



- SELECT H) IF YOU WANT TO ENTER NEN INFORMATION, 

- Select .-?5 if fOU KANT r O REMOVE EXISTING INFORMATION, vny ail. EE 

ASI'ED WH-T INFORMATION IS TO BE REMOVES AND IT WILL E'E DISPLAYED- TO 

YOU TO ENSURE 17 IS THE DAT- YOU NISH REMOVED. 

- 'SELECT <3) IF YOU SANT TQ CHANSE EXISTING INFORMATION, YOU SILL BE 
ASKED SHAT INFC=“ATION IS TO BE CHANGED AND T ,J E CURRENT INFORMATION 
NI.l BE DISPLAYED SO THAT YOU NAY EOF IT. WHEN YOU ARE FINISHED 
SFH THE CHANGES, YOU MUST ENSURE THAT YOU SAVE THE NEN DATA, 



- SELEC U\ IF vcu NISH THE CURRENT INFORMATION TO HE DISPLAYED ON 
•-E SCREEN. 

- SELECT i'5) WILL RETURN YOU TO MENU 0 WHERE YOU CAN SELECT ANOTHER 
DATA TABLE, 
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M M£NU7,CMD ? 

M CIVILIAN PERSONNEL OFFICE JOB SEARCH ) 
?( JOB AVAILABILITY BY LOCATION ) 

M (•:) 19S6 ROBERT C, SAIN ) 

uutmtmntummnntmmumunnuit) 

SET VAR PICK' I NT 
SET VAR PICK? TO I 

LABEL STARTHENU7 
NEsPAGE 

KGS' SELECTION FROM MENU'? 

WRITE "PRESS <FlO> FOR HELP" AT 23, -30 
CHOOSE PICK? FROM HEW17.HNU 
IF PICK? EO -I THEN 
NEHPAGE 

DISPLAY HENU7.HLP 

WRITE "PRESS ANY KEY TO CONTINUE" AT 25,27 
PAUSE 

END IF 

IF PICK? EO i THEN 

PROJECT NEN73L1 FROM NEWTBL USING ALL + 
WHERE SITE EQ NFS 
RUN NENU8.CMD 
REMOVE NENTBL1 

END IF 

IP PICK? EO 2 THEN 

PROJECT NENTSI i FROM NESTBL USING ALL + 
WHERE SHE EQ FT ORD 
RUN MtNUS.CMD 
REMOVE SEMT8L1 

END IF 

IF - ICK 7 EO 3 THEN 

PROJECT NENTBLi FROM NENTSI USING ALL + 
WHERE SITE EQ DLI 
RUN MEfJiJ3.CMD 
REMOVE NENTBL1 

END IF 

IF PICK? EO 4 THEN 

PROJECT NEWTBLi FROM NEWTBL USING ALL 
RUN MENU8.CMD 
REMOVE NEHTBL1 

END IF 

IF PICK? EQ 5 THEN 

GOTO ENDMENU? 

END IF 

SOTO STARTMENU7 
LABEL ENDMENU? 

NEMPAGE 

WFI'E "ONE MOMENT PLEASE" AT 13,32 
CLEAR PICK? 

PACK 

RETURN 



■1ENU7 

COUJri WHERE ARE YOU INTERESTED IN LOOKING FOR JOSS? 
NAVAL POSTGRADUATE SCHOOL (NFS) 

FORT GRD 

DEFENSE LANGUAGE INSTITUTE (DLI? 

ALL LOCATIONS 

30 BACK TO PREVIOUS MENU 



HELP FOR HENU7 



- SELECT THE CHOICE OF LOCATIONS WHERE YOU NISH TO INQUIRE ABOUT JOB 
VACANCIES. ONLY VACANCIES AT THE SELECTED LOCATION WILL BE SHQ«N.' 

- SELECT 14} FOR VARIOUS SMALLER HIRING AGENCIES IN THE LOCAL AREA.- 
THESE INCLUDE: 

- SOCIAL SECURITY OFFICE 

- INTERNAL REVENUE SERVICE 

- ROST OFFICE 
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j! mtsnstmnmimmt immimuiiimm) 
U ^U3.MD ) 

M CIVIL! *y -ER30NNEL OFFICE JOB SE^CV 
M JOB AVAILABILITIES BY OCCUPATION 
t( (c) 199 a ROBERT C, SAIN 

iixiiiiiUliiiiUiitUitiiiiiiiitiittiiiiittliitt) 

SET VAR D I CK8 I NT 
SET VAR PICKS TO 1 



LABEL ST ARTMENUS 
NEW-AGE 

t (SET SELECTION FROH MENUS) 

WRITE "SELECT <F10> FOR HELP" AT 23,30 
CHOOSE °ICK8 FROH MENUS. MNU 
IF PICKS EQ -I THEN 
NENPASE 

DISPLAY MENUS. HIP 

WRITE "PRESS' ANY KEY TO CONTINUE" AT 2:,0 
PAUSE 

ENBIF 

IF PICKS EQ ! THEN 

PROJECT NENTBL2 FROH FEB USING ALL + 

WHERE CATEGORY EQ PRO- 
RUN HENU9.01D 
BEHOVE NENTBL2 

END IF 

IF PICKS EQ 2 THEN 

PROJECT NEWTBL2 FROH FEB USING ALL + 

WHERE CATEGORY EQ TRADES 
RUN MENU? = CMC* 

REMOVE K£¥T3L2 

END IP 

IP PICKS EQ 3 FEN 

PROJECT NEWTBL2 FROH FED USING ALL + 

WHERE CATEGORY EQ CLER 
RUN HENU9.CHD 
REHOVE NEWTBL2 

END IF 

IF PICKS EQ 4 THEN 

PROJECT NENTBL2 FROH FED USING ALL + 

WHERE CATEGORY EO MED 
RUN MENU9.cmd 
REMOVE NEWTEL2 

ENDIF 

IF PICKS EQ 5 THEN 

PROJECT NEWT3L2 FROM FED USING ALL + 

WHERE CATEGORY EQ ADMIN 
RUN HENU9.CHD 
REMOVE NEWTBL2 

ENDIF 



lr PICKS EG 6 'HEN 

:: o:ect ne«tsl2 prgm fed using al. 

PUN ^ENU°, CMD 
-E-OVE NEWTBL2 

end:- 

IF -IC<3 EG 7 T HEN 

SOTO END. V ENU8 

END IF 



SQTO STiRTNENUS 
LABEL ENCNENUS 
NENRA3E 

WRITE "ONE MOMENT PLEASE” AT 13,32 

CLEAR PICKS 

pack 

RETURN 
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MENUS 

COLUMN mi OCCUPATIONAL AREA ARE YOU INTERESTED IN LOOKING FOR JOBS' 

PROFESSIONAL 

"RACES 

CLERICAL 

MEDICAL 

ADMINISTRATIVE 
ALL AREAS 

60 BACK TO PREVIOUS MENU 



HELP FOR MENUS 



- EACH JOB IS CATEGORIZED BY AN OCCUPATIONAL AREA, 



- PROFESSIONAL : FIRE PROTECTION AND PREVENTION 

POLICE / GUARD 



TRADES ; 



ALL NS ! ML / MS / HO 



- CLERICAL ; SECRETARY 

CLEFT-TYPIST 



DENTIST 

DIETITIAN AND NUTRITIONIST 

- ADMINISTRATIVE : FINANCIAL ADMINISTRATIVE 
ACCOUNTING 
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s ( ntmmit ? ms titJtumi minimi! mum) 

K menus, chs ) 

if CIVILIAN PERSONNEL OFFICE JOB SEARCH 1 

U JCB AVAILABILITY -BY 3RABE ) 

K !•:) 1936 ROBERT C, SAIN 5 

?iiintniin!.tii!nnniii!in?ni!iitninn!n! 

SET VAR HH6RADE TEXT 
SE T VAR MORE TEXT 

l (COMBINE ALL INFORMATION IN ONE TABLE) 

NEWPAGE 

INTERSECT NEXTBLI WITH IOTEL2 FORKING NE8TBL3 
INTERSECT PAY WITH NENTEL3 FORKING NEWTBL* 

REMOVE NEWTBL3 

INTERSECT CONTACT .WITH NENTBL4 FORKING NEWTBL5 
REMOVE NENTBLA 

if GET GRADE LEVEL USER IS INTERESTED IN) 

LABEL AGAIN 
NENPAGE 

WRITE " m PRESS (ENTER) TO RETURN TO MAIN MENU lit » AT 25,15 
FILLIN NHGRADE USING "ENTER MINIMUM GRADE YOU ARE CONSIDERING fie 35-03) "> ' + 
AT 3=5 

IF SHSRABE FAILS THEN 
GOTO NCMORE 

END IF 

IV POINTER II P! FOR NENTBL5 WHERE GRADE 3E JKGRADE 

If DISPLAY ALL VACANCIES WHICH SATISFY USER INPUTS) 

IP PI he 0 THEN 
NENPAGE 

WRITE -THERE ARE no CURRENT VACANCIES BASED ON YOUR CHOIC 
WRITE "PRESS ANY KEY TO CONTINUE" AT 25,27 
PAUSE 

GOTO AGAIN 

END IF 

WHILE PI EQ 0 THEN 
NEWPAGE 

SET VAR NUMBER TO NUMBER IN #1 
SET VAR SITE TO SITE IN 11 
SET VAR OPEN.DT TO QFEN_DT IN II 
SET VAR CLS.DT TO CLS.DT IN II 
SET VAR PED.NUM TO FEB.NUH IN II 
SET VAR MIN.PAY TO HIN.PAY IN II 
SET VAR GRADE TO GRADE IN II 
SET VAR MA.T.PAY TO NAX.FAY IN 11 
SET VflP JOB.HH TO JQ8.NH IN II 

SET VAR STATUS TO STATUS IN 11 

SET VAR OTHER TO OTHER IN II 
SET VAR DIR.HIRE TO DIRJuRE IN II 
SET VAR CTC.NM TO CTC.Nft IN *1 

SET VAR PH.N'JM TO PH.N'JK IN II 

DRAW J3BP0RM WITH ALL 
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Ol 

LI.I 



“I11IN 



MORE "SISS "DC YOU HIS- MQ=E IN T C ABOUT T-IS LISTING? <Y/N> 
I- Efi t THEN 
NE-ypASE 



SET m SEN DUTY *S SEN DUTY IN i\ 
SET VAR SFCJUTY TO 3 PC_DU 7 V IN II 
ORAN J 3 BF 0 RHI *ITV ALL 



WHITE ! ' D 'EE 5 ANY KEY TG CONTINUE* AT 15 , 1 7 
PAUSE 



NEKP-- 5 E 

3 E T VAR 8 ENJUAL TQ SEN.QUAL IN li 

SET VSR SPCJUAL TG SPC.BUAL IN *1 

mm JQSFQRH 2 SITH ALL 

NR ITS "PRESS ANY KEY TO CC^Ia'JE" AT 25,27 

•'■J'JSc 



end;- 

CLEAR MORE 
NEXT *1 FT 
'•'ENRAGE 



EHDNHILE 



NEHP-IE 

r-TE “iiiJOB SEARCH CCNPLETEUI" AT 15,27 

label man 



"2~ ■>- ST 
• - - , - - 



NEWPA 3 E 

’ 4 RITE "ONE MOMENT PLEASE" AT 13,32 

REMOVE NENTSLf 

REMOVE NSXT 3 L 2 

REMOVE NENTBLl 

REMOVE NENTBL 

CLEAR PICKD 2 SP 

CLEAR NH 6 RADE 

PACK 

OUT TO MIN.CMD 
MENU? 

COLUMN WHAT GRADE ARE YOU LOOKING AT? 
ENTER MINIMUM SPADE 
ALL GRADES 

GO BACK TQ PREVIOUS MENU 
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a HENU10. C. M D 

if CIVILIAN PERSONNEL OFFICE JOB SEARCH > 

U OPISINATINS SITE INFORMATION QUEER V 
t( ic) 1°36 ROBERT c. SAIN 

i(titttttuuuttiuitittttmtuttuitmttttiii) 

SET VAR PICK 10 I NT 
NEKrAGE 

3 (SET SELECTION "OH MENU IQ*. 

CHOOSE -ICKIO C PC“ MENUIO.MNU 

nen°ase 

IF PICK 10 E3 1 THEN 

PRINT SITEDSP WHERE SITE E3 NPS 

WRITE "PRESS ANY KEY TO CONTINUE" AT 25,27 

PAUSE 

END IF 

IF RICK 10 E3 2 THEN 

“1ST 31’EDS? WHERE SI” ES "FT OPD" 

WRITE "FREES ANY KEY TQ CONTINUE* 1 AT 25,27 
PAUSE 

END IF 

IF PIC 1 10 ES 2 THEN 

PR IN’ SITEDSP WHERE SITE ES DU 

WRITE “PRESS ANY KEY TQ CONTINUE" AT 25,27 

PAUSE 

END I - 

IF PICK 10 E2 < THEN 

PRINT SITEDSP WHERE SITE ES HI SC 

WRITE “PRESS ANY KEY TO CONTINUE" AT 25,27 

PAUSE 

END IF 

CLEAR PICK 10 
RETURN 

MENU 10 

COLUMN CHOOSE SITE FOR MORE INFORMATION 
NAVAL POSTGRADUATE SCHOOL 
FORT ORD 

DEFENSE LANGUAGE INSTITUTE 
MI SC COMMANDS 



I it ini isiiiS i 1 Hifli.il Hiiitiliiil I Ilf litlil. ill) 

U MPNUli.CfiD ) 

a CIVILIAN PERSONNEL OFFICE JOB SEARCH 5 

*•' PAY SCALE INFORMATION 9UERRY ) 

t( lz) !?Si ROBERT C, SAIN ) 

Htminiimiumimmmttmsitmmmt!) 

SET VAR PICK1I INT 
SET VSR 5 KKli TO 1 

NENPAGE 

f (GET SELECTION FROM HENU11) 

WHILE PICK! I HE 9 THEN 
NEWPAGE 

CHOOSE PICK11 FROM MENU i 1 . MNU 
NENPAGE 

I r PICKS! ES 1 THEN 

PRINT PAYRPT SORTED BY SRADE WHERE GRADE CONTAINS "GS-* 
PAUSE 

ENDIF 

IF RICH I EQ 2 THEN 

PRINT PAYRPT SORTED BY GRADE WHERE SRADE CONTAINS “SH-” 
°AUSE 

END IF 

IF PICKS 1 ES 3 THEN 

PRINT PAYRPT SORTED BY GRADE WHERE GRADE CONTAINS “NS-" 

pause 

END IF 

IF PICKS! ES 4 THEN 

PRINT PAYRPT SORTED BY GRADE WHERE GRADE CONTAINS "WL-* 
PAUSE 

END I ^ 

IF PICK! S ES 5 THEN 

PRINT PAYRPT SORTED BY GRADE WHERE GRADE CONTAINS 
PAUSE 

END IF 

IF PICK!! ES b THEN 

PRINT PAYRP T SORTED BY GRADE WHERE GRADE CONTAINS *WD- a 
PAUSE 

ENDIF 

IF PICK!! ES 7 THEN 

PRINT PAYRPT SORTED BY GRADE WHERE GRADE CONTAINS B NN-” 
PAUSE 

ENDIF 

IF PICK!! EB 0 THEN 

PRINT PAYRPT SORTED BY GRADE 
PAUSE 

ENDIF 

ENDNHILE 

clear pi cm 

RETURN 
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r.n 



COLUMN SELECT GRADE CATESQRV 



'4 S 
WD 
WN 

I ALL CATEGORIES 
60 SACK TO PREVIOUS MENU 
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unmuuttmtttitutttumtnittitmtmm) 

if HENU!2,CrD J 

if CIVILIAN PERSONNEL OF-ICE JOB SEARCH ) 

i( SPECIAL HIRING PPOSRANS ! 

if ic5 1986 ROBERT C, SAIN ) 

tumittmmtnumtunnnnuittnmmti) 

SET VAR PICK! 2 INT 
SET VAR FICK12 ID i 



WHILE PICK 12 NE B THEN 
NENPA8E 

CHOOSE PICK 12 FROM HENU12.HNU 
NE8PA8E 

IF PICK 12 EQ 1 THEN 

DISPLAY CURRENT . TXT 
PAUSE 

END IF 



IF FICK12 EQ 2 THEN 

DISPLAY FORMER. TXT 
PAUSE 

END IF 

IF PICK12 EQ 3 THEN 

DISPLAY HANOI . TXT 
PAUSE 

END IF 



IF PICK 12 EQ 4 THEN 

DISPLAY VET. TXT 
PAUSE 

END IF 

IF PICK 1 2 EQ 5 THEN 

DISPLAY TEMP . TXT 
PAUSE 

END IF 

IF PICK 12 EQ 6 THEN 

DISPLAY NAF.TXT 
PAUSE 

END IF 

IF PICK! 2 EQ 7 THEN 

DISPLAY SPOUSE. TXT 
PAUSE 

END IF 



ENCNHILE 
CLEAR PICK 12 
RETURN 
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“END 12 

COU.r -1 SHAT SPECIAL HIRING PROGRAM *DO YOU NISH INTO AJWir 

CURRENT EMPLOYEES 

FORMER EMPLOYEES 

HANDICAPPED 

VETERANS 

TEMPORARY EMPLOYMENT 
NON-APPROPRIATED FUND (NAP) 

MILITARY SPOUSES 
GO SACK Til PREVIOUS MENU 
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uttntumiitmmuittmunumttnmttn) 

a. IHFGADD, CHD ) 

H CIVILIAN PERSONNEL OFFICE JOB SEARCH ! 

U INFORMATION ADDITIONS J 

if <rj 1986 ROBERT C, SAIN 5 

iltiittiiiiitititiiniittntitntiiitititntiiiti) 

i( DEPEND INS ON MENU CHOICE ? THE APPROPRIATE TABLE IS ENTERED) 
NENFASE 

IF PICKS E8 ! THEN 

ENTER ANNOUNCE 

END IF 

IF PICKS ES 2 THEN 
ENTER FED 

END IF 

IF RICK2 50 3 THEN 

ENTER LOCATION 

END IF 

IF S ICK2 EO 4 THEN 
ENTER FA Y 

END IF 

IF PICKS ES 5 THEN 
• ENTER CONTACT 

END IF 
RETURN 
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If 

i{ 

K 

ti 



INFGREM.CM) 

CIVILIAN PERSONNEL OFFICE JOB SEARCH 
INFORMATION REMOVAL 
(>! [5-36 ROBERT C, SAIN 



iiniiiiiituiniiiniiiiittiinntinttntititii'! 

SET VAR NFNSjil TEH 
SET VAR HHSITE TEH 
SET vaR SHSR.ADE TEXT 
SET VAR HHCTC TEXT 
SET VAR DEL CON TEXT 
NENFASE 

f 'DELETE THE PROPER INFORMATION! 

IF PICK 2 EQ 1 THEN 
NENFASE 

FILLIN HHNUH USING ’’ENTER ANNOUNCEMENT NUMBER TO DELETE =*> " AT 5,20 

FILLIN NHSITF USING "ENTER ORIGINATING SITE ==> " AT 7,20 

NENF'AGE 

SELECT NUMBER SITE QPENJT CLS.DT FROM ANNOUNCE + 

WHERE NUMBER EQ JHNUH + 

AND SITE EQ , WHSITE 

FILLIN DELCON USING "ARE YOU SURE YOU RANT TO DELETE (Y/N5 ? n + 

AT 20,: 7 

IF DELCON EQ Y THEN 

DELETE ROMS FROM ANNOUNCE WHERE NUMBER ES » NHNUK + 



NEWPRGE 

SELECT FED.NUM J03_«M FROM FED WHERE FED. HUH EQ . WHNUH 
FILLIN DELCON USING “ARE YOU SURE YOU WANT TO DELETE iY/N) ? “ + 
AT 20, IT 

IF DELCON E5 Y T«EN 

DELETE RONS FROM FED WHERE. FED.NUM EQ . NHNUM 

ENDIF 



IF PICKS EQ 3 THEN 
NEWFA8E 

FILLIN' WHS I TE USING "ENTER SITE TO DELETE ==> " AT 5,20 
NEMPAGE 

SELECT SHE CITY FROM LOCATION WHERE SITE EQ JHSITE 
r ILL IN DELCON USING "APE YOU SURE YOU WANT TO DELETE (Y/N) ? " + 
AT 20,17 

IF DELCON EQ Y THEN 

DELETE ROMS FROM LOCATION WHERE SITE EQ JHSITE 

ENDIF 



AND SITE EQ JHSITE 



ENDIF 

IF PICKS EQ 2 THEN 




ENDIF 
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IF PICK: EG 4 THEN 

newpage 

-illIn mmz using "enter pay grade tg delete ==> !! at 5,20 

NENPASE 

SELECT ALL FROM PAY WHERE GRADE EQ , WHERADE 
FILLIN DELCON USING "ARE YOU SURE YOU WANT TO DELETE <Y/«) ? * ♦ 
AT 20=17 

IF DELCON ES Y THEN 

DELETE ROWS FROM PAY WHERE GRADE E3 .WHGRADE 

END IF 

END IF 

I- PICKS EC 5 THEN 
NEWPAGE 

FILLIN WHO TO USING "ENTER. CONTACT ID TO DELETE «*> * AT 5,20 
NEWPAGE 

SELECT ALL FROM CONTACT WHERE CN7.ID EQ .WHCTC 
FILLIN DELCON USING "ARE YOU SURE YOU WANT TO DELETE (Y/N) ? " + 
AT 20,17 

IF DELCON E3 Y THEN 

DELETE ROWS FROM CONTACT WHERE CNT.ID EC .WHCTC 

END I ■* 

END IF 

CLEAR WH.NUH 
CLEAR WHSITE 
CLEAR WHSRADE 
CLEAR WHCTC 
CLEAR DELCON 
PE TORN 
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t< INFQCH6. C“D ) 

U. CIVILIAN PERSONNEL OFFICE JOB SEARCH ) 

U INFORMATION CHANCES S 

i< (c; 1*586 ROBERT C. SAIN » 

t itiititittiiiiiitiittuiiiitntiiittniiitniii) 

SET VAR WHNUM TEH 
SET VAR WHS ITE TEXT 
SET VAR WH GRADE TEXT 
SET VAR WHCTC I NT 
NEWFAGE 

IF -ICK2 E9 1 THEN 

FILL IN mm USING '•'ENTER ANNOUNCEMENT NUMBER TQ CHANGE == > " + 
AT 5,5 

FILLIN NH3ITE USING "ENTER ORIGINATING SITE ==> " AT 7,5 
NENPA6E 

EDIT USING ANNOUNCE WHERE NUMBER E9 JHNUH + 

AND SITE EO ,NHS! T E 



END IF 

IF PICKS EO 2 THEN 

PILL IN WHNUM USING "ENTER FEDERAL JOB NUMBER TO CHANGE ==> * AT 5,5 
NEWFAGE 

EBIT USING FED WHERE FSDJUN EO , WHNUM 

EH DIF 

IF FICK2 E3 3 THEN 

FILLIN WH5ITE USING "ENTER SITE TO CHANGE ==> ” AT 5,5 
NSHPA6E 

EDIT USING LOCATION WHERE SITE EQ .NHSITE 

END IF 

IF PICK2 EQ a THEN 

FILLIN WHGRADE USING "ENTER PAY GRADE TQ CHANGE «> " AT 5,5 
NENPAGE 

EDIT USING PAY WHERE GRADE EQ JHBRADE 

END IF 

IF PICKS EQ 5 THEN 

•PILL IN WHCTC USING "ENTER CONTACT ID A TQ CHANGE ==' H AT 5,5 
NENPAGE 

EDIT USING CONTACT WHERE CTC_ID EO .WHCTC 

END IF 

CLEAR WHNUM. 

CLEAR WHS I IE 
CLEAR NH6RADE 
CLEAR WHCTC 
RETURN 
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iiututtmtmtHtnutitnmiiutuitmmtv 

t( IMFGDISF.CHB ) 

t( CIVILIAN PERSONNEL OFFICE JOB SEARCH 
tt. INFORMATION DISPLAY 1 

U (c! SRSi ROBERT C, SAIN ) 

iiMitttttttttmuuiittitiunttitittttmttttt) 

NESPA8E 

IF PICKS E§ ! THEN 

SELECT NUMBER SITE OPEN.DT CLS.DT TENURE FROM ANNOUNCE * 
SORTED BY NUMBER SITE CLS.DT 
WRITE "PRESS .ANY KEY TO CONTINUE" AT 25,27 
PAUSE 

ENDIF 

IF PICKS ES 2 THEN 

SELECT FEC.NUH JOB.NN CATEGORY FROM FED SORTED BY FED.NUN 

WRITE "PRESS ANY KEY TO CONTINUE” AT 25.27 

PAUSE 

ENDIF 

IF PICKS EO 3 THEN 

SELECT SITE CITY -ROM LOCATION SORTED BY SITE CITY 
WRITE "PRESS ANY KEY TO CONTINUE” AT 25,27 
PAUSE 

ENDIF 

IF PICKS ES 4 THEN 

SELECT ALL FROM RAY SORTED BY SPADE 
WRITE "PRESS ANY KEY TO CONTINUE" AT 25,27 
PAUSE 

ENDIF 

IF PICKS' EO 5 THEN 

SELECT ALL FROM CONTACT SORTED B y CTC ID 
WRITE "PRESS ANY KEY TO CONTINUE” A 7 25.27 
pause 

ENDI- 



RETURN 



APPLICATION PPCCE33 



Jots sre filled ir the Federal government through a "Merit" system. 
This sears selection for appt is based on relative qualification to perform 
the work in comparison to other candidates as demonstrated by past experience, 
education and training. Initial appointment into the Federal work force is 
normally baaed on successful competition on a "civil service” ex as. Opportuni- 
ties to compete in these exams are publicised at the Office of Personnel “got 
>'0?H) Job Information Centers and state employment offices, IJ.S. citiosn- 
ship is a basic requirsent for employment in the Federal government, 

in applicant -or s government jot oust complete an APPLICATION FOR , 
-zDERAL £H?L0YH£?.‘T, Standard -z'* 17! f?F-l71), This 3F-171 is available in 
this office, It requires info regarding; 

- Employment Availability 

- Military Service 

- Jfork Experience 

- Education 

- Special Skills 

- Awards 

- Accomplishments 

- Personal References 

- Background Information 

This fora should be completed prior to applying for a vacancy, Assistance will 
be provided to help you *ill out the proper information. 
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sc-olcysss =s^vi“g un-ds^ carast or csrssr-concitconai appe- 



ars shgiils to 



::•• • .-• t 
*rr ; /'• 



■ : r - *• 



••jfsr bsUssn gavt act! -iitiss, This :• aoooapksr.sd o- 
psrss^'s! c * ■ i c s rs activity it -in-:: - 



Mploy-*3.*t is sought. Ac -?ptar-c= of an application say bs governed by local 
activity policy i" c ’ _oi p naootiatsd labor sgrssssnts, *bich ray restrict cr- 
sios-ation ♦or positions to activity or acsrcy ssploysss. Ssnsrally, activii-s 
-ill accspc applications tor positions at : L a oancidatss’cu'-sn* c' loss* or sc 
lavs l. This iay vary, h. 3 »evar ? at di ; -'?rs-t ps-so"sl c^icss. S-pplicstic-o •:■ 
positions rascltino in prccotior or ; r sc: r pctsntral *111 r agurs ooopsticior 
though to? activity’s v = r i t : -oiction ^rog-ss. Applicants *er preset: cr lay 
-ila ends- s aoar :y arrouncsrsot ~rio' p- ~ : - 1 das ter -eosipt ot applications 
•ros candidates #Ho ?.•-= not soclcyess ot bis issediats activity. Applicants 
should sjith ths ss"vici^§ psrscnnsl c-fics to dstsrains ahethsr thsy sr; 
-ith:- t u, s ” a - = = -J consideration. “ Although err-s-t 9G*i policy •’soci-'is 






applications : 
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this orovi si on 'cat include a copy ot tns sponsor's rs-sa-ne.nt Chants of Static 

l t~:Z‘di~Z’Vf ?TS C Z : E i 7 3 f 3 d r ~ l 1 1 33 i £" 



3 ! 13; I 1 3 -r~ t~ c“ c”=' . H r * J V 



i r - 



rr 3 1 "r.'c r . Sctifi:?ticn ct 



-riticn, rti'csT': r j r ^ 50 S r_ 50' •= ■* -j j i >: : ? rPdcssf -»i t t L -5 applic-tion for 
-sr-rcstir eras' or carss r -co'citional status. If cur-sot ssployssri i 



v or carar-oo'ditionalr p-'o-tds a 
r :s ? se r -crditiorsl soroiot's^o. 



IOC;, 
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FOFMEH EMPLOYEES 



r Qr.iser esployaes who ^sve career or csrEer-condt tional status are 
e! > ;ibl = Per reinstetesent and say apply for positions in the sass aanoer as 
CURRE.T E11-L0YEE3, This eligibility is United to a period of three (3) years 
froa separation date for career-conditional employees who are not veterans. A 
copy of the SF-50 verifying separation froa a career or career-conditional 
appointment in the Federal Service should be included with the SF-171. Per 
veterans and career employees, the eligibility period is uni i sited. VETERANS 
should provide their DD-21*’s. 



FREES ANY KEY TO CONTINUE 
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HANDICAPPED EMPLOYEES 



Persons with severe handicaps end these who have been restored to 
Bents! health after treat /sent for cental or emotional disorder nay be 
appointed direct! y by the activity. Eligibility is based on certification of 
the disability and an assessment of the person’s potential ability to perform 
the duties of the position from a counselor of the Veterans Administration or a 
state vocational rehabilitation agency. The initial appointment is generally 
temporary (not to exceed 700 hours) and say be non-cospetitively converted to a 
permanent excepted appointment sand subsequently to a career-conditional appt 
after two (2) years, provided performance has been satisfactory. Individuals 
appointed on the basis of emotional or mental disorder are not eligible *or 
non-competitive conversion to cereer-condtionsl appt but say be employed for a 
period of up to two (2) years on an excepted appointment, 



PRESS ANY KEY TQ CONTINUE 



VETERAN? 



’vTEPANS READJUSTMENT APPOINTMENT.* 



The veteran must have served on active duty in the firmed Forces between 
5 August 1964 end 7 May 1975, for sore then 180 days, and suet not have 
completed sore than 14 years of education. The 14 year education restriction is 
waived for compensably disabled veterans and veterans discharged because of 
service connected disabilities. Depending on qualifications, persons jay be 
appointed up to grade 88-09 or MS-0? or the equivalent end must agree to parti- 
cipate in a training or educational program. A veteran given an initial 
expected appointment under this authority say be converted to a career/career- 
conditiona! appointment upon satisfactory completion of a training or 
educational program period of 2 years. 



30 PERCENT OP NCRE DISABLED VETERANS: 



Veterans rated or certified by the Veterans Administration or a 
military department as having a 30 percent or acre service-connected disability 
are eligible for DIRECT APPOINTMENT to positions for which they qualified. 
Documentation of the disability must be within the preceding year. Initial 
appointment is temporary with the provision for conversion to permanent 
appointment upon completion of satisfactory service under the temporary 
appointment. 



PRESS ANY KEY TO CONTINUE 
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? £“?QHAR V EMPLOYMENT 



Application for temporary eapioyasnt may be mads directly to the 
activity under procedures similar to application to 0PM, Positions cover sd 
include all Federal Wage Systes <biae collar') ; and adsimstrative, technical, 
and clerical positions up to grade 63-12. Applications say be made without 
prior competition on an QPH sx agination, Activities are required to post 
these job opportunities at QPH and state ssploysent of -f ices. A written test 
iay be required, it so, a copy of the appropriate GPH Notice of Rating should 
be provided with tbs SF- 171, 



PRESS' ANY KEY TO CONTINUE 



NGN- APPROPRIATED FUND M=' 



Positions are located i' various dubs, sesses, exchanges and 
military recreational services, caployient is not "civil service"; there- 
fore, it is not subject to the sa®e reguireasnts as other Federal govt jobs, 
NAF jobs cover a variety of occupations including: 

- Recreation Specialists 

- Li-sguards 

- Child Care Attendants 

- ti'"tende r 3 

- Waiters 

- Waitresses 



Pay for these positions is based on similar positions in private industry in 
the local area, Many of the positions are temporary or involve other than 
a full -tine -ork schedule. Benefits including retirement, leave, insurance, 
etc., a r e provided to permanent NAF employees and are not the same as "civil 
service" benefits, Application for employment is made directly to the 
civilian personnel office servicing the NAF facility, The application fors 
3F-P1 say not be required to apply for these positions. The appropriate 
application form will be provided by the NAF personnel office, 



PRESS ANY KEY TO CONTINUE 
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USER'S MANUAL 
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OPERATING PROCEDURES 



1.0 GETTING STARTED 

This section gives instructions -for installing the R:Base 
5000 software on your system, configuring your system, and 
starting RsBase. It also tells you how to start the Job 
Search Program. RsBase may be operated on both hard disk and 
floppy disk systems with 237K of main memory available after 
system configuration, however a minimum of 320K is 
recommended . 

1.1 HARD DISK SYSTEM 



System Conf i qurati on 

To accommodate RsBase 5000 on a hard disk system, your 
system needs a system— conf i gurati on file (config.sys) with 
this command: 



FILES = 20 



To alter the file, use the RsBase 5000 configuration 
program, This program is on RsBase disk I. 

1. Insert RsBase disk I in drive A. Make As the default 
drive. 

2. At the A> prompt, type CONFIG and press <ENTER>. 

3. The program will display a message. Answer the 
question by typing "N" for whether the system boots 
from a floppy disk. 
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4. When the program displays that the con-figuration 
process is completed, remove the R:Base disk -from 
drive A. Then reboot your system. Hold down <CTRL> 
and <ALT> and then press <DEL>. 

5. Use the DOS CHDIR (change directory) command to make 
your current directory the one which you want the 
R:Base 5000 -files to reside: 

C:\r5k 

6. Insert one o-f the R:Base 5000 disks in -floppy drive A. 

7. Copy all -files -from the disk to your current 
dirctory. At the C> prompt, enter: 

COPY A: 

8. When all -files -from the disk are copied, remove the 
disk -from drive A. 

9. Repeat until you have copied all R:Base 5000 -files to 
your hard drive directory. When you have copied all 
o-f the programs, you are ready to use the -full R:Base 
product . 



Start Up 



To use the system once it is loaded: 

1. Boot up your system with DOS. 

2. Change -from the root directory to the directory where 
your database -files are located. Enter the DOS CHDIR 
(change directory) command: 

CHDIR C:\r5k 

3. At the DOS prompt, enter the name o-f the program you 
want to run: 

RBASE / RBEDIT / EXPRESS 

4. A-fter you enter the name o-f your selection and press 
<ENTER>, the main menu -for the program will appear. 
You can now begin using the program. 



1.2 FLOPPY DISK SYSTEM 



System Conf i gurati on 



1. To accommodate RsBase 5000, your system needs a 
system-configuration (config.sys) file with this 
command: 

FILES=20 

2. To alter the file, use the R:Base 5000 conf i gurati on 
program. This program is on R:Base disk I. 

3. Boot up your system with DOS. 

4. Insert R:Base Disk I in drive A. 

5. At the A> prompt, type config and press <ENTER>. 

Answer the question by typing "Y" to whether your 
system boots from a floppy disk. 

6. As directed, remove the R:Base disk and insert the 
boot disk in drive A. The program then creates or 
alters the config.sys file on your boot disk so that 
it will prepare your system for R:Base 5000 each time 
you boot . 

7. When the conf igurati on process is completed, reboot 
your system. With the boot disk in drive A, hold down 
<CTRL> and <ALT> and then press <DEL>. 



Start Up 



1. Boot your system with DOS. 

2. Remove the boot disk from drive A. 

3. Make B: the default drive. At the A> prompt, enter 
B: . 

4. Insert your working copy of the program disk in drive 

A. 

5. Insert a blank, formatted floppy disk (or your 
database disk) into drive B. 

6. At the B> prompt, type the name of the program you 
wish to run: 

RBASE / RBEDIT / EXPRESS 

7. When the program menu appears, you can begin using the 
system. 
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1.3 RUNNING THE PROGRAM 



At the main menu, select option (1) R: base command 
mode. You will now see the R> prompt. When this prompt is 
on the screen, you can begin the Job Search program by 
typing RUN MAIN.CMD. You are now in the program. 

The system date will appear as -follows: 



TODAY'S DATE: MM/DD/YY 
IS THIS CORRECT (Y/N) ==> 

It is important to corn-firm that the system date is 
correct even though a system clock is present. The next 
process in the program is to delete those announcements 
which closing dates have expired. Once you input Y at the 
prompt, the system will delete those announcements -from the 
table ANNOUNCE. If the date is incorrect, select N and the 
system will prompt you with: 



ENTER THE CURRENT DATE (MM/DD/YY) ==> 

H 

Once inserted, the system will display the new date and 
once again ask if the date is correct. It will continue 
this procedure until you are satisfied with the date and 
enter "Y" . 

The program will now display the introduction screen 
which will welcome you to the Naval Postgraduate School 's 
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Civilian Personnel O-f-fice. It will also brie-fly explain the 
purpose o-f the program and wait -for you to depress any key 
to continue. This screen will appear prior to per-forming 
any o-f the program's -functions. 

After you depress any key, the main menu will appear as 
shown in Figure I— 1. Every menu which appears within the 
program has a HELP -function available by selecting <F10>. 
This will display to you amplifying information concerning 
the menu selections. You may exit only from the main menu 
into R:Base when you want to terminate the program at the 
end of a workday. Simply depress the <esc> key and you will 
return to the R> prompt. 

NPS CIVILIAN PERSONNEL JOB SEARCH PROGRAM 

(1) FILE MANAGEMENT 

(2) CHECK JOB VACANCIES 

(3) SEEK ADDITIONAL INFORMATION 

Figure I— 1 
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2.0 UPDATING THE DATA BASE 



The -file management -facility of the Job Search Program 
allows -for the addition, deletion, update and display o-f the 
data base records. This capability may be accessed by 
selecting "1" -from the main menu shown in Figure I — 1. 
Following this selection, you will be asked -for the correct 
password in order to proceed. The request will be: 

ENTER THE CORRECT PASSWORD ==> 

PRESS < ENTER > TO RETURN TO MAIN MENU 

If you input the wrong password , you will be returned to 
the main menu (Figure I— 1). You may attempt another input if 
you believe that you mistyped the password or you may obtain 
the current password from specified office personnel if you 
have the clearance to perform data modif ications. 

When you have correctly entered the password, you will 
be presented with the menu in Figure 1-2, which allows you 
to select the appropriate file for modification. 

FILE MANAGEMENT 

<1> ANNOUNCEMENT LISTINGS 

<2> FEDERAL JOB DESCRIPTIONS 

(3) AREA LOCATION DESCRIPTIONS 

<4> PAY SCHEDULE 

(5> CONTACT DIRECTORY 

<6> GO BACK TO PREVIOUS MENU 

Figure 1-2 

This then leads to the Function menu, Figure 1—3. From 
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this menu the you select the function desired; either 
entering new data, removing old data, modifying existing 
data or displaying the current data in the table. 

WHICH MANAGEMENT FUNCTION DO YOU WISH TO PERFORM? 

(1) ENTER NEW INFORMATION 

(2) REMOVE OLD INFORMATION 

(3) CHANGE EXISTING INFORMATION 

(4) DISPLAY CURRENT INFORMATION 

(5) GO BACK TO PREVIOUS MENU 

Figure 1-3 

2. 1 ENTERING NEW INFORMATION 

From the Management Function Menu (Figure 1-3) , select 
" 1 " . This invokes the RsBase ENTER function. The screen 
will display the entry form for the particular data table 
you selected from Figure 1-2. You must enter data in all 
blocks, otherwise the system will not accept the new 
information and an error message will appear on the screen. 
These error messages are incorporated into the program by 
using the RsBase rules function. In addition, certain 
information must exist in the other tables when adding a new 
announcement listing: the grade must be in the PAY table; 
the Pay Plan %>. Series number must be in the FED table; the 
site must be in the LOCATION table; and the Contact ID # 
must be in the CONTACT table. Examples of acceptable data, 
by file and field, are provided in Section 2.5. 
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When you are satisfied with your input, press <esc> and 
the -following menu will appear on the top o-f the screen. 

Add — Reuse — Edi t — Qui t 

Move the right-arrow and le-ft-arrow keys to move the 
cursor to the option you want and press <enter>. ADD inputs 
the new information into the data table and displays a blank 
entry form. REUSE inputs the new data but will keep 
displaying the new information instead of a blank entry 
form. This may help when you need to enter repetitive 
information into a table. EDIT will allow you the option to 
keep making changes to the new information without entering 
it into the table. QUIT will not enter what is currently on 
the screen and will exit you back to the menu in Figure 1—3. 

♦♦Important Note^^ 

Always ensure that you select ADD 
prior to selecting QUIT if you want your new data Saved. 
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2.2 DELETING AN EXISTING RECORD 



From the File Management Menu (Figure 1—3), select "2". 
You will then be asked -for the value of the primary key in 
order to locate the correct record in the file for 
deletion. Primary record keys by file are as follows: 



FILE 



KEY (s) 



ANNOUNCE 

FED 

LOCATION 

PAY 

CONTACT 



NUMBER & SITE 

PAY PLAN/SERIES NUMBER 

SITE 

GRADE 

ID # 



Figure 1-4 



Following input of the primary key value (s) of the 
desired record , the record is displayed. You should review 
the record to confirm its eligibility for deletion and enter 
a "Y" or "N" as appropriate. You will return to the 
Management Function Menu (Figure 1—3) following your 
answer. 
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2.3 UPDATING AN EXISTING RECORD 



From the Management Function Menu (Figure 1-3) select 
"3”. This invokes the R:Base EDIT -function. You will be 
asked -for the value o-f the primary key(s) in order to locate 
the correct record in the -file -for updating. Primary key 
-fields are presented in Figure 1-4. Following input o-f the 
appropriate value o-f the primary key(s), the e-f-fective 
record is displayed, with the -following R:Base system menu 
presented on the top o-f the screen: 



— Skip — Ed i t — Change — Add — Reset — Del ete — Qui t — 



Choose the menu option by moving the cursor to the 
appropriate option and pressing <ENTER>. The menu options 
are explained below: 

Skip The in-formation displayed on the screen is 

not modi-fied and the next row in the table is 
displayed. 

Edit The in-formation displayed on the screen may 

be changed. A-fter this option is selected and changes 
have been made, press <esc> to return to this menu and 
select either: Change, Add, Reset or Delete. 

Change — The modi-fied in-formation on the screen is 
saved and the next row in the table is displayed. 

Add The in-formation displayed on the screen is 

added as a new row to the table and the original row is 
le-ft unchanged. You now have two rows o-f data. 

Reset The in-formation displayed on the screen is 

not saved. Any changes made are ignored and the 
original data will be kept. 
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Delete — The information displayed is deleted from the 
table and the next row in the table is displayed. You 
will be asked to confirm prior to each deletion. 

Quit Terminates the EDIT function and returns to 

the Management Function Menu (Figure 1—3). 

2.4 DISPLAYING CURRENT INFORMATION 

From the Management Funtion Menu (Figure 1-3) , select 
"4". You will be shown all existing information within the 
previously selected data table. Its purpose is to allow you 
to verify the existence of information within the table. In 
addition, you will be given the option to route the output 
to a printer. Ensure that a printer is properly connected 
to the computer if you desire this option. Output will be 
redirected to the screen after you obtain your printout. 

When all the information is presented to you, you will 
return to the Management Function Menu (Figure 1—3). 



2.5 DATA DESCRIPTION DESK GUIDE 

This section provides a ready reference "desk guide” 
description of system files and examples of acceptable data 
in proper format for field entry. A more detailed 
description is included in Appendix E, Data Dictionary. 
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File: ANNOUNCE 



Field Name 


Type 


(length) 


Example 


Number 


Text 


(8) 


86-30 


Site 


Text 


(10) 


NPS 


Open Date 


Date 


(8) 


01/01/88 


Close Date 


Date 


(8) 


02/02/88 


Tenure 


Text 


(4) 


PERM 


Pay PI an /Series 


Text 


(7) 


GS— 051 1 


Grade 


Text 


(5) 


WG-04 


Special Duty 


Text 


(400) 


NONE 


Special Qualification 


Text 


(300) 


NONE 


Status 


Text 


(1) 


Y 


Direct Hire 


Text 


(1) 


Y 


Other 


Text 


(1) 


Y 


Contact ID # 


Integer (4) 


2 



File: FED 



Field Name 



Type (length) 



Example 



Pay Plan/Series Text 
Job Title Text 
Category Text 
General Duty Text 
General Qualification Text 



(7) 


WG— 0222 


(30) 


PLUMBER 


(10) 


TRADE 


(300) 


NONE 


(300) 


NONE 
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File: LOCATION 



Field Name 


Type (length) 


Example 


Site 

City 

In-formation 


Text (10) 
Text (15) 
Text (300) 


FT 0RD 

MONTEREY 

NONE 




File: PAY 




Field Name 


Type (length) 


Example 


Grade 

Minimum Pay 
Maximum Pay 


Text (5) 
Dollar (10) 
Dollar (10) 


GS-05 

14000.00 

17575.00 


• 


File: CONTACT 




Field Name 


Type (length) 


Ex amp 1 e 


Contact ID # 
Contact Name 
Phone Number 


Integer (4) 
Text (30) 
Text (7) 


4 

MS. JANE 
646-1111 
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3.0 JOB SEARCH ROUTINE 



The Job Search -facility o-f the program will allow you 
the opportunity to check what vacancies are available given 
certain criteria you provide via menu selections. 

To enter the Job Search routine, select "2" -from the 
main menu (Figure 1-1). You will then be asked via a menu 
(Figure 1-5) what type o-f job tenure you are interested in. 
A-fter your selection, you will be asked what location you 
are are interested in (Figure 1-6). Your -final menu 
selection will be the general type o-f job you are looking 
-for (Figure 1—7) . You have the option o-f returning to the 
previous menu to change your selection at each level. 

WHAT TYPE OF JOB ARE YOU LOOKING FOR? 

(1) TEMPORARY 

(2) PERMANENT 

(3) ALL TYPES 

(4) RETURN TO PREVIOUS MENU 

Figure 1-5 

WHERE ARE YOU INTERESTED IN LOOKING FOR JOBS? 

(1) NAVAL POSTGRADUATE SCHOOL (NPS) 

(2) FORT ORD 

(3) DEFENSE LANGUAGE INSTITUTE (DLI) 

(4) ALL LOCATIONS 

(5) GO BACK TO PREVIOUS MENU 

Figure 1-6 
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WHAT OCCUPATIONAL AREA ARE YOU INTERESTED IN LOOKING FOR JOBS? 



(1) PROFESSIONAL 

(2) TRADES 

(3) CLERICAL 

(4) MEDICAL 

(5) ADMINISTRATIVE 

(6) ALL AREAS 

(7) GO BACK TO PREVIOUS MENU 



Figure 1-7 



After selections have been made, you will be presented 
with the -Following: 

ENTER THE MINIMUM GRADE YOU WOULD CONSIDER ==> 

ENTER THE MAXIMUM GRADE YOU WOULD CONSIDER ==> 

You are to enter whatever the range in grade level you would 
want displayed. For proper -format, refer to Figure 1—4. 

You will be presented with every vacancy that satisfies 
your menu selections. Each announcement will display the 
primary descriptive items o-f the job, with additional 
information available if you enter "Y" when directed. If 
you are not interested in that particular vacancy, enter "N" 
and the next announcement will be displayed on the screen. 
When all announcements have been shown to you, the program 
will return you to the introductory menu. At that point you 
may continue utilizing the program for more information or 
seek application information from the contact individual 
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concerning a job that interested you. I-f no vacancies exist 
•for the grade level that you inserted, you will be returned 
to that level -for another input. 



** IMPORTANT NOTE** 

When a menu selection you make results in no 
announcements present (i.e. no jobs currently 
available at DLI) a message will appear stating: 

"NO ROWS SATISFY THE CONDITION" 

At this point, you should return to the previous 
menu and select another choice. 
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4.0 SEEKING ADDITIONAL INFORMATION 



If you want to view additional information, select "3" 
from the main menu (Figure 1-1). You will be presented with 
the menu in Figure 1-8. Each selection will give you 
amplifying information concerning area locations, pay 
scales, hiring programs and the application process. 

WHAT TOPIC DO YOU WISH MORE INFORMATION ABOUT? 

(1) BASE / OFFICE LOCATIONS 

(2) PAY SCALES 

(3) SPECIAL HIRING PROGRAMS 

(4) APPLICATION PROCESS 

* (5) RETURN TO PREVIOUS MENU 

Figure 1—8 

Each selection is sel f — expl anatory and will not be presented 
in detail within this user's manual . 

For updating the files containing information about the 
hiring programs and the application process, each file is 
contained within a TXT file and can be ammended by entering 
RzBedit and calling the files, for example, APPLY.TXT. 
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